
Part Time L4 Medical Reception/Administration – Mount Gambier, 
South Australia. 
 
 
This position is for a part time Level 4 Medical Receptionist, suitable for a 
Cert III or a minimum of one year experience in medical reception. Work 
times and number of hours are negotiable and flexible. Join a passionate 
physiotherapy clinic where we believe that patient care starts at the front 
desk. 
 
Description: 
Do you get a sense of fulfilment from helping make a meaningful change 
in people’s lives? We are looking for someone who thrives on interacting 
and working with people. This position has some travel between work 
locations. 
 
As a Level 4 you’ll be able to be work semi autonomously, with 
supervision available during most days. You’ll need a passion for helping 
people; our front line personnel are a critical component in achieving good 
patent outcomes. A love of learning is recommended as it will equip you 
to adapt to new systems and perform some in-services on administrative 
processes. Work life balance is important; we will work with you to make 
sure the important things in your life have time. 
 
We are looking for: 

 A bright and friendly personality. 
 Attention to detail. 
 Multi-tasking abilities. 
 The ability to carry a conversation with anyone. 
 Competent in computer use, groupware and accounting packages. 
 Proficient in multi-line phone use. 
 Able to maintain confidentiality. 
 Your own car and current drivers’ license. 
 Compassion and the drive to make a difference in the lives of our 

clientele. 
 A love of learning. 
 A team player. 
 A basic understanding of social media. 

 
Recommended, but not essential: 

 Familiarity with HICAPS claiming systems. 
 Experience with PRODA. 
 Working knowledge of MYOB. 
 Use of non-Microsoft office software. 

Work Eligibility: 
 Permitted to work permanently with no restriction on hours (e.g. 

citizen, permanent resident) (Preferred) 



How to apply: 
We encourage experienced allied health receptionists, those with or 
studying for their Certificate III, and anyone enthusiastic about working in 
the health industry to apply. We’re looking for a person with the right 
attitude and who values being part of a team. If that’s you, we welcome 
hearing from you. 

Please send your resume and cover letter addressing the following points: 

 Your experience as a medical/allied health practice receptionist, or 
related experience. 

 Your approach to your role as a receptionist and your 
communication style. 

 Why working as part of a team is important to you. 
 How your three key qualities could contribute to the practice. 

Note: Only candidates that attach a cover letter will be considered. 

Only short listed candidates will be contacted. 

 
Who we are: 
Established 2002 in Mount Gambier with a focus on patient centred care, 
we soon grew to expand to the neighbouring town of Millicent. The people 
in our care consist predominantly of musculoskeletal, sports and 
occupational injuries. Our treatment philosophy is around evidence based, 
patient centred care and the applicant should look forward to being a 
crucial link in the rehabilitation process. 

We have a strong focus on professional development with individualised 
mentoring. We are a teaching practice with regular Physiotherapist 
placements from SA Universities. 

We do not engage in split shifts or unduly long work days. There is some 
rotating weekend work but also flexibility to fit with individual preferences 
and scheduling. Our focus is on sustainable work life balance for our 
employees. We have regular social events and random lunch days for 
when whimsy calls. We appreciate our staff and we like to show it. 

Applications close: COB on Friday the 19th of March, 2021. 


