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Job Description 

RPH Office Administrative Assistant 
 
The office administrative assistant is responsible for providing day-to-day 

support of office operations by performing administrative tasks and ensuring 
high-quality customer service to patients. The office administrative assistant 

manages both the front and back office, including scheduling, billing support, 
patient communication, filing, office cleanliness and office supplies. 

Additionally, the office administrative assistant is expected to handle 
sensitive information confidentially and adhere to HIPAA regulations. 
 

A high school diploma and 2 years administrative experience is required for 
the office administrative assistant role, with medical office experience a plus. 

The office administrative assistant will possess strong organizational skills, 
good time management, and excellent computer skills with experience in 
Microsoft Office. 

 
The successful candidate will be responsible for fulfilling myriad 

administrative duties in both the front and back office.  We are looking for a 
team player who thrives in a fast-paced environment and enjoys working 
directly with people. 

 

Qualifications for RPH Office Administrative Assistant 

Professional and courteous disposition 
2+ years' administrative experience and high school diploma 

Medical office experience a plus 
Excellent communication and time management skills 

Strong computer skills 
Excellent attention to detail 
Proficiency in healthcare operations 

Compliance with HIPAA Privacy requirements 
Great organizational and multitasking skills 

Customer-oriented communication skills 
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Responsibilities for RPH Office Administrative Assistant 

Greet each patient  
Answer phones 

Assist patients with initial paperwork 
Check new patient paper work at first visit 
Escort patient to room for treatment 

Schedule and coordinate appointments 
Accurately update and maintain patient health records 

Process patient payments 
Maintain office supplies 

Organize and maintain front and back office 
Make copies as requested 
Maintain office equipment 

Clean/refresh room after patient treatment 
Clean restroom(s) when needed and at end of day 

Wash/dry/fold linens 
Vacuum all floors as needed and at end of day 
Straighten and maintain the reception area 

Other functions as directed 


