
Job title: Customer Service Representative      FLSA status: Nonexempt 

Reports to: Practice Manager 

 

Position Summary: Perform all duties of a veterinary receptionist including cleaning of 

exam rooms, and assisting technicians and veterinarians in their duties. This position will 

also involve a large amount of client interaction and education, customer service, 

telephone skills, computer skills, and money handling.  You will be expected to be 

friendly and caring towards animals and people. All of these duties will be expected to 

perform independently with little supervision.     

 

Qualifications Required: 

 High school diploma or its equivalent 

 Six month’s experience in a customer service environment 

 Basic computer proficiency  

 

Qualifications desired: 

 Previous experience working in the veterinary field 

 Work experience that involves a multi phone line system.  

 

Essential Functions and Responsibilities: 

 Greeting clients and checking them into the hospital 

 Answering phones and scheduling appointments 

 Cashing out clients 

 Checking our email and faxes frequently 

 Assisting with updating our social media pages  

 Assist staff with the closing list 

 Reminder Calls 



 AAHA guidelines, all duties are performed under the guidelines of the American 

Animal Hospital Association and all policies and procedures will be performed in 

accordance 

 

Personal Requirements: 

 Must be a minimum of 18 years of age. 

 Must be able to stay calm and decisive in stressful situations such as a medical 

crisis   

 Must have excellent client communication skills 

 Must be a team player and work well with all hospital team members 

 

Physical Demands and Work Environment: 

 Required to lift and carry animals (you will be assisted with carrying animals over 

40 pounds) 

 Walk and stand for extended periods of time 

 Work in a crouched or bent position frequently 

 May be exposed to and able to withstand unpleasant odors/noises 

 Must be able to tolerate being around blood, animal feces and urine 

 May be exposed to bites, scratches and contagious diseases 

 Must be comfortable around all species of pets including dogs, cats, birds, reptiles 

and small animals 

 

Performance standards: 

 The first 90 days will be considered a trial period for both employee and 

employer. An informal review will take place after 90 days   



 Annual performance appraisals  

 Attainment of annual goals established by supervisor and incumbent 

 

 

Wage: 

This is an hourly position.  Paychecks are distributed weekly via direct deposit.  

 

Hours:  

Hours are based on a 5 day work week with the hours of the day worked mutually 

negotiable but would fall within the limits of 7am – 8pm, M-Th, 7-6pm Friday and 8am-

6pm on Saturday/Sunday.  

 

Additional Information: 

Refer to the Employee Handbook for hospital policies and procedures.  

 

General sign-off:  The employee is expected to adhere to all company policies while 

employed. 

 

I have read and understand this explanation and job description: 

 

Signature:_______________________________________  Date:__________________ 

 


