Veterinary Medical Teaching Hospital

 Student Employment Position Description
Employee Details:
Name: 


Position Title: 
Student Technician
Service Area: 
Small Animal Hospital Client Services
Supervisor: 
Elizabeth Szymanski
General Summary:

Provide customer service within the Small Animal Hospital.  Admit patent that requires emergency medical attention or has a scheduled appointment per hospital protocol and procedure.  Answer incoming calls to the hospital and direct appropriately.  Discharge patient per hospital protocol and procedure.  Able to direct and maintain business matters that occur during shift.  Assist clients, Faculty, Students, Technicians, and other Hospital Staff as needed.
Qualifications and Experience:

Some prior experience in general office, clerical or customer service required.  Must be currently enrolled at Texas A&M University. 
Preferred:  Experience in a veterinarian environment. At least 1 yr. prior to graduation.
Required special knowledge, abilities, and skills:

Good customer service skills.  Working knowledge of word processing, spreadsheet and/or data entry applications. Ability to multi-task and work cooperatively with other. Cash handling, accounting skills. No inhibiting allergies to animals, dust, or hay.
Machines or Equipment Used:

Computer, copier, scanner, telephone, fax machine, credit card machines.
Job Duties:

Admit patients and create medical file on VMIS system.  30%
Audit patient records, discharge patients, collect payment. 30%

Answer phones, transfer calls, take messages, and confirm appointments.  15%

Prepare all medical records for emergencies, appointments for the next day.  10%
Close out cash drawer and prepare deposit at end of shift.  5%

Assist senior office staff as needed.  5%

Other Duties as assigned.  5%

Learning Outcomes:

Participate effectively in teams.
Demonstrates ability to interact respectfully with all people.
Apply problem solving skills to effectively manage difficult situations. 
Evaluate, analyze, and integrate information from a variety of sources.

Gain confidence in communication with external and internal clients.
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