Tasks for Front Desk Staff

📞 Front Desk & Patient Communication
· Answer phone calls promptly and professionally
· Book patient appointments 
· Answer patient questions 
· Send out health forms digitally for patients to fill out 
· Follow-up with patients who have not completed health forms in advance yet
· Return voicemail messages and missed calls
· Respond to emails, text messages, and online inquiries
· Greet patients warmly as they arrive
· Check patients in and out for appointments
· Provide directions, parking info, or office policies to new patients
· Remind patients to silence phones and respect the quiet environment
· Collect and update patient contact information

📅 Scheduling & Calendar Management
· Schedule, reschedule, and cancel patient appointments
· Maintain accurate provider calendars
· Confirm appointments by phone/text/email
· Manage waitlists for fully booked days
· Block off provider vacation or continuing education days
· Reschedule your patients for you when you are sick or have an emergency
· Track and follow up on missed appointments or no-shows

💰 Payments & Insurance Support
· Collect payment at time of service
· Process credit card, check, and cash payments
· Issue receipts and maintain payment records
· Verify insurance coverage and benefits (if applicable)
· Collect copays and deductibles
· Submit claims or gather required documentation for billing
· Reconcile daily payments with the accounting system

📋 Patient Records & Documentation
· Maintain patient charts and ensure all paperwork is complete
· Input new patient intake forms into the electronic health record (EHR)
· Scan and upload documents, lab reports, or referral notes
· Protect patient confidentiality and follow Health Insurance Portability and Accountability Act (HIPAA) guidelines
· Track and update treatment plans or care progress sheets

🧘 Office Environment & Supplies
· Keep the reception area tidy and welcoming
· Refresh magazines, brochures, and wellness materials
· Restock tea, water, and office amenities
· Manage office and treatment room supply inventory
· Reorder inventory that is low
· Order office, bathroom, and cleaning supplies
· Ensure all equipment (phones, printers, EHR systems) are working properly
· Coordinate with vendors for repairs or maintenance

💻 Marketing & Practice Growth Support
· Collect patient testimonials and reviews (with consent)
· Post appointment openings or special events on Instagram, Facebook, or other platforms
· Distribute flyers, business cards, and promotional materials
· Manage patient email list for newsletters
· Track referral sources and send thank-you notes to referring providers
· Remind patients about packages, memberships, or special offers
· Outreach to other local providers to introduce your business to referral partners
· Set up meetings for you with referral partners

📊 Administrative & Business Tasks
· Maintain office forms and templates (intake forms, policies, etc.)
· Organize and file physical and digital documents
· Track office expenses for the bookkeeper
· Prepare daily/weekly reports on appointments, income, and cancellations
· Support onboarding of new staff (keys, systems access, training schedule)
· Prepare materials for workshops, events, or community talks
· Keep track of what times patients are most requesting but are already filled. This helps determine when you need to hire another provider and what shifts to hire for. 

💖 Patient Experience & Retention
· Offer warm and calming energy to support a healing environment
· Provide blankets or water to patients after treatments
· Remind patients about self-care tips and follow-up visits
· Send birthday or wellness cards
· Follow up with new patients to check how they’re feeling after their first visit

📋 Miscellaneous
· Office cleaning, emptying trash cans
· Flip rooms for you between patients
· Washing and sterilizing of used equipment like cupping cups
· Opening the office (unlocking the front door, turning on HVAC, music, lights, etc.)
· Closing the office (turning everything off, locking up at the end of the night)
· Laundry if you wash your sheets onsite (recommended) 



