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A Healthy Career.

Booking Clerk — Imaging Division

LOCATION

Toronto — 123 Edward Street

STATUS

Full-time, contractual (12 months + benefits)

POSITION SUMMARY

Our Booking Clerks are responsible for scheduling appointments as well as providing patient’s with information
and instructions in a professional and friendly manner.

MAJOR RESPONSIBILITIES
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Answer incoming calls for appointment bookings

Provide information and instructions to patient’s

Faxing, photocopying and scanning documents

Entering information completely and accurately into system
Rearranging schedules to meet changing demands/requests
General filing and archiving

Other related tasks as required

QUALIFICATIONS REQUIRED

High school diploma

Minimum of 1 year of relevant experience in a clinic, doctot’s office or other healthcare-related
Environment

Medical Terminology an asset

Strong knowledge of Microsoft Office applications (Word, Excel and PowerPoint) and exposure to
patient databases and/or appointment scheduling software

Demonstrated strong customer-service and interpersonal skills

Must be detail-oriented, organized and an independent worker

PLEASE SEND YOUR RESUME AND COVER LETTER INDICATING SALARY EXPECTATIONS

TO JOBS.TORONTO@MEDISYS.CA
PLEASE INDICATE THE POSITION TITLE IN THE SUBJECT LINE.

We wish to thank all applicants in advance for their interest; however, only those who will be considered

for an interview will be contacted. Medisys is an equal opportunity employer.



