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We are seeking a full time and part time Client Service Representative (veterinary Receptionist) to join our team! The veterinary Client Service Representative (CSR) presents both the first and last impressions of the hospital to clients and patients. As such, the CSR’s customer service skills and the responsibilities he/she performs are vital to the smooth and successful operation of the practice. The individual in this role manages multiple tasks and must remain composed and project a professional image at all times. The veterinary CSR works in a team environment and must possess excellent communication skills to facilitate successful interaction with our clients, doctors, technicians, and other team members. The veterinary CSR must be detail-oriented and thorough in all transaction types.
Please send a resume and a cover letter to info@dundeeanimalhospital.com  Your cover letter must include 3-4 sentences of why you want to join our dedicated team. You may also apply in person at any of our three locations. No phone calls.
Salary: $10.00 to $11.00 /hour and able to work at any of our three hospitals.
Responsibilities:
· Help and educate our clients by providing information about the products and services we provide.

· Answering phones, checking clients in and out, scheduling appointments, discuss & post payment for services.

· Troubleshoot and resolve issues and concerns

· Document and update customer records based on interactions

· Handle client inquiries

· Develop and maintain a knowledge base of the evolving products and services

Qualifications:
· Previous experience in customer service, or other related fields; Positive & professional demeanor

· Ability to build rapport with clients

· Thrives in a fast paced environment; Able to prioritize and multitask

· Ability to quickly learn, memorize and utilize what was learned (a lot of medical information and terminology)

· Must be flexible and able to work varying hours Mon-Fri and every other Saturday

· Able to work on your feet for hours at a time

· Excellent written and verbal communication skills

· Adept at typing and use of PC, especially Microsoft Office skills in Word and use of email.

· Bi-lingual in Spanish a plus!

Dundee�Voice: 847.428.6114     Fax: 847.428.0177





Algonquin�Voice: 847.658.7787     Fax: 847.658.8045





Elgin�Voice: 847.888.3933     Fax: 847.888.1507





Caring for Your Best Friend





www.dundeeanimalhospital.com





Dundee Animal Hospital


199 Penny Avenue, Dundee, Illinois 60118


Dundee Animal Hospital of Elgin


11N250 N. Gale Street, Elgin, Illinois 60123


Dundee Animal Hospital of Algonquin


2565 W. Algonquin Road, Algonquin, Illinois 60102
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