
TRAINING PRESENTATION FOR NEW HIRES IN MEDICAL OFFICE

Introductions; Photographs; IT Training; Overview of Department â€“ Mission â€“ Vision â€“ Values Department of
Medicine, New Employee Orientation .. Employees can use materials according to library regulations by presenting their
Wiscard.

Office managers need to reassure their employees that these feelings will dissipate as they gain experience on
the job. Coursework includes medical terminology, medical insurance coding and medical office procedures.
The most successful approach is often when that combines several different formats, such as videos, seminars,
reading and e-Learning. The following are steps to follow to deliver effective, efficient and valuable training
to all staff members in a healthcare setting. Managers explain other priorities, such as filing medical records,
recording payments into the computer and keeping voice mail messages and personal phone call to a
minimum. Begin creating training needs and competencies based on these areas, and then move on to the
specifics required of employees at your practice. Every practice or medical office is going to have unique
requirements that will determine the specifics of training, but the above serves as a good starting point.
Cross-Training: Your Best Defense Against Indispensable Employees Creating a Training Plan The above are
the main areas of training that need to be addressed in most medical office and clinical settings. Resources for
Creating an Employee Training Plan. References 8. New receptionists are prone to feeling overwhelmed or
distraught during the first month of employment. This will help you refine later training efforts, make sure
staff are adequately prepared, and you may also want to keep this information on-hand for regulatory and
compliance reasons. Reassess your training materials for relevance and accuracy, and also make sure
employees are re-trained on a regular basis. The manager accomplishes this by having the newly hired medical
receptionist meet the physicians, nurses and other staff and take a tour of the building. Once these areas have
been reviewed, the practice can start building a customized training plan. You can divide training guidelines
and requirements by position, or segment them based on front and back office staff. If the physician regularly
conducts interviews, the receptionist may need further training on how to handle media requests and
interviews. Appoint a Trainer A medical office manager is usually given the responsibility of training medical
receptionists. The office manager trains the employee by pointing out the different types of patients the
employee will encounter, such as older adults who are ill or hard of hearing and irate patients. Hold Regular
Meetings The office manager and staff may schedule weekly or monthly meetings with the receptionist to
reinforce training with literature or visual presentations, identify problems and develop a plan to address
deficiencies. You can also have internal employees responsible for leading and supervising guided training, or
you might outsource employee training to an expert third-party organization. Through effective training
methods, medical office receptionists develop the necessary skills to address the busy atmosphere in which
they work. This will show you where to focus your training efforts, and also give you a baseline for measuring
the effectiveness of training. Medical office receptionists differ from non-medical receptionists because they
must deal with patients as opposed to customers. This involves completing either a two-year associate degree
or a one-year certificate program through a community college or technical school. The manager may sit down
with the new employee to review the manual or have the employee read it at her leisure.


