INTERVIEW QUESTIONS

RECEPTIONIST POSITION

Name: ________________________________________

1. Reason for leaving current or previous position?

2. Experience related to job tasks associated with front desk?  Explain a day in the life of your current or previous position.

3. What are you looking for in a work environment?

4. Describe computer skills.  Systems used before?

5. Describe how you would handle an upset parent.

6. What techniques do you use to collect overdue balances and co-pays from patients?

7. Describe how you handle multiple tasks.

8. What stresses you out in a work environment?

9. Describe your closing of day procedures and posting of money.

10. Describe your experience and knowledge of insurance companies requirements.

11. What are your salary and benefit expectations? Ability to begin training?

