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NOW HIRING

The Montgomery County Health Department is accepting applications for a full-time Clinic
Administrative Associate.

General Duties: The duties of this position include answering and directing phone calls
throughout the health department, serving as the clinic receptionist, clinic patient registration,
clinic scheduling, billing of services and follow-up of billed services, assisting the Women,
Infant, and Children (WIC) coordinators as needed, and initiating and maintaining medical
records. This position may also require completing data entry and other clerical tasks as needed
for other departments within the agency and assisting with reportable disease response.

Minimum Education, Training, or Experience: High School Diploma or GED.

Starting Salary: $15.00 per hour

Benefits: This is a full-time contract position. The benefits of this position include retirement
benefits with the Kentucky Public Pensions Authority, health and life insurance through the
Kentucky Employees’ Health Plan, paid holidays, sick and vacation leave accrual, and other
optional insurance benefits.

Applications may be obtained at Montgomery County Health Department, 117 Civic Center, Mt.
Sterling, KY 40353, or on our website at http://www.montgomerycountyhealth.com. Completed
applications (and college transcripts, if applicable) must be returned to the address above or
emailed to lisa.lawson@mchdky.org by September 5th, 2023. Resumes are welcome, but a
resume will not substitute for a completed application. For further information, contact Lisa
Lawson via email at lisa.lawson@mchdky.org or by phone at 859-497-2436. Employment may
be contingent upon the results of a drug screening and background check. Montgomery County
Health Department is an Equal Opportunity Employer.
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