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Position Available 

Receptionist
Western Colorado Pediatric Associates is expanding their front office and have a new opening for a full-time receptionist.  
 This person will:

· Be Dependable

· Work well in a fast-paced setting

· Have good computer skills

· Be organized

· Be detail oriented

· Have good people skills

· Be multi-task oriented

· Learn quickly

Duties include but are not limited to:

· Answering phones

· Scheduling Appointments

· Checking patients in and out

· Collecting money

· Calling patients to remind them of their upcoming appointments

· Data entry 

We offer excellent benefits, competitive wages, and a friendly work environment.  Applications available at www.pcpgj.com.  Please send application to:  Human Resource Assistant, P.O. Box 10700, Grand Junction, CO 81502-5517.  Completed applications must be received by 5 p.m. on Monday, May 21, 2012.
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