@ Dream Centers

WOMEN'S CLINIC

Position Title: Women'’s Clinic First Impressions Team

Position Purpose: As a First Impressions volunteer, you'll be the welcoming voice and face that
helps women take the first step toward care. Whether answering phones, greeting clients in

person, or assisting with telehealth appointments, your compassion and professionalism set the
tone for the rest of their experience. Help us extend Christ’s love from the very first hello.

Duties and Responsibilities:

Utilize the Electronic Health Records (EHR) system to schedule women for appointments,
check patients in and out, and maintain accurate patient records.

Schedule women for follow-up appointments as requested by providers.

Reply to patients via phone, EHR portal or email as appropriate.

Communicate internally and document within the patient charts as appropriate.
Maintain clean lobby.

Observe and follow all safety protocols and guidelines within the Clinic.

Must maintain the highest levels of confidentiality with all Women'’s Clinic information
including patient information.

Communicate any questions or concerns you may have to the Women'’s Clinic First
Impressions Director.

Ensure that hours are logged via VolunteerHub.

Quallifications:

Follower/disciple of Jesus Christ and committed to personal spiritual growth, in agreement
with the Nicene Creed

Successful completion of a criminal background check prior to service.

Continued eligibility through annual background screening.

Compliance with all confidentiality and volunteer protection policies.

Ability to work individually and as part of a team.

Comfortable answering phones and interacting with callers.

Able to learn and utilize EHR according to clinic protocols.

Annual overview of clinic policies and procedures.

High commitment of confidentiality while working with the patients, volunteers, and staff.

Time Commitment: One four hour shift per week. Hours of operation: Monday, Wednesday, and
Thursday 9am-4pm. Tuesday 12pm-7pm.

Questions? Please contact volunteeroffice@dreamcenters.com



