
***********************************Sample Position Description******************************************

A position description is very useful in any hiring situation and is best if given to the prospective
hire early in the hiring process.

The position description lays out exactly what you expect from the new hire. It is very viable and
getting the person to understand what the job is so they can decide if it’s right for them.

By creating one the employer comes to fully realize exactly what it is they need and want from a
new hire. By providing a position description to a new hire they ground the person in exactly
what will be expected from them with very little chance for misunderstanding. It's not there to
sell the position to the new hire. In fact, you should go out of your way to mention the more
difficult or challenging parts of the job.

It is a kind of contract so you should be sure to get it blessed by your attorney before you use
one.

SAMPLE

New Patient Scheduler
(Use this as an example only. Get checked by competent legal counsel before using)

Title: New Patient Scheduler

Reports To: Office Manager

Location:
This position will be executed from our office. You will need reliable transportation.

Job Purpose:
The purpose of the position is to change and save lives by helping people in pain arrive
to the practice where they might obtain the services that will help them lead a better and
more active life.

Role of Position:
The New Patient Scheduler contacts new  prospective patients, qualifies them and gets
them to arrive in the practice for potential service. The New Patient Scheduler plays a
critical role in the  practice is they are the first point of contact for new patients coming
in. Their success and working with prospective new patients is a major part of our
success with our practice marketing programs.

Position History:



This position was separated out from our front desk position and is its own dedicated
post. It has been previously occupied and has recently become vacant.

Specific Challenges:
Successful scripts, procedures, and offers are provided. Occasionally revisions need to
be made at the recommendation to The New Patient Scheduler in order to maintain
acceptable production levels.

Position requires excellent communication skills, creative problem solving and
administrative organizational skills.

Some prospective patients call in, some send in a web form response. Both require
immediate attention for meximus results. Often this is the first time these people have
contacted the proactive and so they need to be made comfortable enough to come in to
the practice for service.

Often our prospective new patients are in pain or are on heavy medication due to pain
and so require a calm, understanding and tolerant attitude to get them in for the help
they need. They sopmetimes lash out due to their pain and the scheduler needs to be
unphased by this.

Services Involved:
You'll be fielding new patient appointment requests from our referral and marketing
campaigns.  These prospective new patients are seeking relief from their physical
problems with the services provided by our practice.

Performance expectations:
Maximizing the number of new patients arriving into our office from our referral and
marketing campaigns. From referrals we expect 70% of those who contact us to
schedule and 90% to arrive for their appointments. From marketing, we expect no less
than 50% of prospective new patients to schedule and 75% to arrive for their first
appointment.

Key performance metrics for this position are:

% of appointment requests that scheduled an appointment
# of appointments set
# of New Patient Appointments Arrive to the Office
% of new patients who keep their first appointment

Daily production is measured on a tally sheet. Weekly is graphed as compared to
previous weeks.

Tasks, Duties and Responsibilities:

Expert answering of calls from prospective new patients.



Promptly contacting prospective new patients who make requests from an appointment
via our website or other marketing.

Confirming/re-confirming prospective new patients for their appointments.

Making sure prospective new patients value the doctor’s time and feel grateful for a
chance to keep their appointment with the doctor.

Projecting a positive and competent image of the proactive and its staff to all
prospective new patients and the public at large.

Working out improvements for scripts, procedures, and tactics for use in contacting and
arriving prospective new patients.

Improvement of the prospecting system.

Refinement of administrative and tracking of prospects.

Cold calling former patients in order to re-activate them for care.

Keeping accurate records of production.

Keeping accurate and complete notes about contacts and conversations with
prospective new patients.

Greeting personally new patients when they arrive at the office so they feel welcome
and like they have a friend in the office already.

And other duties assigned.

Required Technical Competencies:
Use of computer and internet applications for communications and VOIP (Internet
phone).

Skill in persuasive communications, verbal and written.

Use of systems such as Google Docs and Gmail.

Fluent English language speaking and writing skills.

Good personal organizational skills.

Maintaining company HIPAA compliance (training provided)



Must be able to read and follow directions, procedures, company policy, etc.

Teamwork and coordination:

Coordination with your immediate senior (Office Manager) is critical.

Coordination with our marketing company to provide data and feedback on the new
patients coming in so that campaigns can be adjusted, etc.  (Note: Marketing decision
making is not part of this position).

Personality and Behavioral Requirements:

Must like a challenging work environment where you are expected to grow and improve
your skills and abilities.

Must be willing to be trained to operate within our management system and practice
policy.

Must value personal integrity and honesty over immediate advantage.

Punctuality in keeping work schedules and keeping follow up appointments with
prospects.

Must be willing to accept constructive criticism and correction related to your job
functions.

Must be performance-driven and able to get the job done.

Must be able to keep contact records and administrative details up to date.

You must like the challenge of helping people who need assistance.

You must be an excellent communicator with a high affinity for prospective new patients.

You must be comfortable talking to new people.

You must have a high level of persistence and be able to communicate confidently.

You must not be easily discouraged.

You must like to contribute to the overall expansion of the organization and appreciate
how your actions impact the rest of the team and practice.

You must be a creative problem solver.



You must have a good tolerance of high pressure and the need to make performance
quotas.

You must be able to maintain a high level of professionalism and no matter what
attitude the other person is presenting.

You must be upbeat and outgoing and get along well with others.

You must show high responsibility and ability to work independently within the
parameters of your position.

You must feel personally responsible for your personal level of production.

Desired or required experience (or equivalent):

Required:
None.

Desired:
Phone sales or appointment setting.
Call Center experience.

Formal Testings and Evaluations
The following tests and assessments will be required on qualified applicants for this
position:

1. Personality test
2. Intelligence test
3. General aptitude test
4. Standard background and reference checks.
5. Drug testing.

Training program:
There is an in-house training program plus a New Patients Schedlers Course and
Masterclass provided by our marketing partner, The Customer Factory.

All employees are expected to do paid training on our management system, company
policies, and training materials. They are then trained and apprenticed to be a specialist
in their own positions with the goal of complete mastery of the position.

Performance appraisals:

Regular performance reviews are conducted based on our standard procedures. Your
statistical production and your study of and adherence to company policies weigh
heavily in such appraisals.



I have read and understand this position description:

_______________________ ____________________
Name Date
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