Senior Receptionist / Manager
OceanMed Medical Centre

OceanMed Medical Centre is seeking an experienced, professional, and highly organised Senior
Receptionist/ Manager to join our growing team.

This is a key leadership role within our busy medical practice, ideal for someone who thrives in a
fast-paced healthcare environment and is passionate about delivering outstanding patient care
and operational excellence.

About the Role

The successful candidate will oversee the daily operations of the practice while providing
exceptional front-desk leadership and patient service. You will work closely with doctors,
nurses, allied health professionals, and administrative staff to ensure the smooth and efficient
running of the clinic.

Key Responsibilities
e Oversee day-to-day practice operations
e Lead and support reception and administrative staff
¢ Manage appointment systems, billing, and Medicare processes
o Ensure exceptional patient experience and customer service
o Coordinate staffing rosters and workflow
¢ Handle patient enquiries and resolve issues professionally
o Maintain compliance with healthcare regulations and accreditation standards
o Liaise with suppliers, service providers, and healthcare professionals
e Assist with financial administration, reporting, and practice efficiency initiatives
e Support doctors and clinical staff with operational requirements
About You
To be successfulin this role, you will have:
e Previous experience in a medical reception or practice managementrole
e Strong leadership and team management skills
e Excellent communication and interpersonal abilities
e High attention to detail and organisational skills

e Experience with medical software systems (Best Practice, Hot Doc, Cubiko), and Xero is
preferred

¢ Knowledge of Medicare billing and private billing procedures



e Ability to multitask and remain calm under pressure

e Professional presentation and a positive attitude

¢ Commitment to patient confidentiality and quality care
What We Offer

e Supportive and friendly team environment

e Opportunity to play a key leadership role

e Competitive salary based on experience

o Modern and professional medical practice

e Ongoing professional development opportunities
How to Apply

If you are an experienced medical receptionist or practice manager looking for your next
opportunity, we would love to hear from you.

Please submit your resume and cover letter outlining your experience and suitability for the role.

E: manager@oceanmedcentre.com.au



