MEDICAL
OFFICE
RECEPTIONIST

The Medical Office Receptionist functions in the front office admitting and discharging patients. They perform administrative
duties requiring the skills to create and maintain medical records, schedule and monitor appointments, as well as the use of computersin
the medical office. The Medical Office Receptionist is an integral component of the patient’ s first and lasting impression of the physician
and staff of the clinic. Assistants with additional education, experience, and training may advance to positions of Medical Administrative
Assistants.

Program/Cour se Description.

The Medical Office Receptionist Program has been developed to prepare individuals to function in the front office of a physician
or mgjor clinic. Classes are integrated college credit and continuing education courses-students may enroll under either option. College
credit students will be required to complete all ACC entrance requirements. Continuing Education students may register at the Highland
Business Center. For additional information visit www2.austin.cc.tx.us/ce, (512) 223-7542 or contact a Program Coordinator at 223-7271
(CE) for counseling and assistance.

Program/Cour se Goals

Upon completion of this program the student will be able to:

Demonstrate concepts related to professional conduct, ethical behavior, and patient confidentiality;
Demonstrate accurate and efficient scheduling of patient appointments;

Exhibit effective communication skills to serve as liaison between physician and others;

Determine when record status and/or requests should be referred to office manager, nurse, or physician;
Exhibit customer service skills required for positive public relations.
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Admission Requirements
?  Prerequisite courses-none
?  Respect confidential nature of medical information.
?  Accuracy and close attention to detail.
? Must be at least 16 years of age.



Course Descriptions.

HITT 1005/1305 Medical Terminology 48 hours

A study of word origin and structure through the introduction of prefixes, suffixes, root words, plurals, abbreviations and symbols,
surgical procedures, medical specialties, and diagnostic procedures. Prerequisites: Comprehension of the English language and basic
knowledge of English grammar.

POFT 1027/1227 Introduction to Keyboar ding 48 hours

Skill development in keyboarding with emphasis on alphabet, number, and symbol keys by touch. Skills can be applied to computers,
typewriters, and other equipment keyboards. Emphasis on acceptable speed and accuracy. May be repeated with instructor approval.
If keyboarding skills are equal to 30words/min on 3 minute timed test or you have a certificate of proficiency, you may skip this course
and proceed to the Keyboarding and Document Formatting Course.

POFT 1029/1329 K eyboarding and Document For matting 80 hours

Skill development in the operation of the keyboard by touch applying proper keyboarding techniques. Emphasis on development of
acceptable speed and accuracy levels and formatting basic documents. Flex Entry-traditional course in a non-traditional setting.
Orientation is required at which time a student manual and course materials will be distributed. Computer exams are administered.
Practice rooms available. Pre-requisite: 30words/min on 3 minute timed test or certificate of proficiency.

POFM 1002/1302 Computersin Health Care 64 hours
Introduction to a computerized method for the management and operation of health care information systems for various types of medical
facilities. Offered in Fall Semester only. Prerequisites: Basic keyboarding and computer skills.

POFM 1009/1309 M edical Office Procedures 64 hours

Introduction to basic medical office skills including telephone techniques, filing and indexing, mail handling, appointment scheduling,
travel arrangements, correspondence, and business transactions. Emphasis on human relations and customer service skills. Offered in
Fall Semester only. Prerequisites: Basic keyboarding skills and a computer applications course or equivalent.

POFT 1002/1302 Business Communications | 48 hours

Introduction to a practical application of basic language usage skills with emphasis on fundamentals of grammar and editing for business.
Access to business communications web site and on-line study guide helps student develop their English skills with additional emphasis
on spelling and vocabulary words. Prerequisites: Reading from ACC Assessment or TASP.



