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MEDICAL RECEPTIONIST  

Ajilon - Beverly Hills. Temporary, Contract.  $15 - $18/hr.  Busy, high-profile, Plastic and 

Reconstructive Surgery practice.  Detail oriented and has great communication and 

organizational skills. Main point of contact for all entering/departing patients.  Check-out 

patients (process patient payments for all treatments and skin care sales.) Book follow-up 

appointments as suggested by Provider.  Call all patients to confirm appointments prior to 

arrival.  Ensure patient satisfaction and overall office visit experience is completed with 

positivity, warmth and genuine attention.  Comprehensive knowledge of skin care products 

offered.  Knowledge of all invasive & non-invasive services offered.  Courtesy call to previous 

day patients for follow-up to ensure patient satisfaction.  Incoming phone back-up when needed.  

Maintain proactive attention to schedule of appointments for practitioners, lasers "in use" and 

resolving potential scheduling conflicts.  Maintain a neat and organized front office area.  

Oversee product inventory, display product and maintain optimum level of product testers and 

brochures.  Polished, highly organized, professional and detail oriented; able to maintain calm 

and exceptional demeanor while handling a high level of activity; enjoy the cosmetic 

field/practice, be passionate about skin care, skin care sales and creating patient satisfaction; a 

people person, love interacting with patients, helping patients and delivering patient satisfaction;  

experience in a front office position.  Excel in relationship building and client servicing.  

Committed professional with proven sales ability and exceptional customer service.  Proficiency, 

fluency and proper etiquette with the English language to email, text and communicate with 

patients.  Bilingual is a huge plus.  

Go to: https://www.ajilon.com/jobs/medical-receptionist/?ID=US_EN_7_20752_57800430 

 

 

CAREGIVERS 

First Light Home Care of South Bay – Torrance.  Flexible around your schedule.  18 or older. 

Free training to provide in-home care.  Caring, responsible.   

Call or complete an online application:  SouthBay.FirstLightHomeCare.com. (424) 704-

5330 

 

 

DENTAL ASSISTANTS and RDAs 

Dr. Steve Tassone – Torrance.  F/T, can be flexible around school or work hours.  Pleasant and 

helpful team player.  Willing andf able to learn.  Will train in CT.  Be the kind of drama-free 

professional who is friendly, good with people, and can jump in and learn.  Willing to train a fast 

learning team player. 

Send resume:  DrTassone@newsmilesdentistry.com 

 

 

MEDICAL ASSISTANT – front office 

Westchester Family Care Medical Group - Los Angeles.  F/T.  $12-$17/hr. Front office duties. 

Familiar with EHR and Microsoft Word and Excel. Good knowledge of insurance plans. Some 

billing experience preferred but not required. 

Go to: https://www.indeed.com/viewjob?jk=b04e2fda870d1c78 
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PERSONAL TRAINER  

LA Fitness - Culver City.  P/T or F/T, Schedule is flexible, but still looking for 30-40 hours a 

week ideally.  $15 - $35/hr. You are not expected to sell clientele, just keep the clientele we give 

you. Will still consider part time trainers depending on skill level. We will place you in a home 

facility that is closest to your house, or provides you with the most clients. Please look up LA 

Fitness acceptable certifications. 

Go to: https://www.indeed.com/viewjob?jk=0e5096e6a596c05d 

 

 

BILINGUAL PATIENT CARE COORDINATOR  

Adventist Health Physicians Network  - Los Angeles.  Responsible for administrative duties 

(greets, instructs, directs and schedules patients) under the direction of a physician and/or 

licensed nurse in a Family Practice setting. Greet and sign-in patients in a courteous manner.  

Check in patients, verify and update necessary information in the medical record through EMR 

system.  Collect co-pays, deductibles and payments as required. Obtain and verify patient's 

current insurance information. Prepare new charts for future new patients. Maintain provider 

schedule and follow office scheduling polices. Answer and screen telephone call, takes messages 

and provides information. File charts, coordinate lab work, physicians report, etc. Sort and 

deliver mail to Office Manager. Maintain work area and lobby in neat and orderly manner. 

Attend meetings as required. Complete authorization and maintain logs. Prepare daily batches for 

business office. Prepare requested daily statistical information. Notify the Office Manager of 

possible problems - Patient Relations, Patient Flow, Other Employees, etc. Understands HIPAA 

rules and regulations and follows AHPN policies and procedures for release of information. 

Acquire appropriate signatures. Ascertain that Physician or manager is aware of request for 

information.  Submit appropriate information per procedure. Report equipment or supplies 

needed to Office Manager. Reports malfunctioning equipment to Office Manager. Obtain charge 

information, coding and data entry. Complete billing and collection processes and prepare for 

distribution to appropriate sources. English/Korean.  

Go to: https://www.appone.com/maininforeq.asp?Ad=372305&R_ID=1583744 

 

 

DENTAL ASSISTANT  

Universal Family Dentistry – Torrance. F/T. Team player, love what you do and always have a 

smile on their face as we value our patients and promoting a relaxed, easy going, yet professional 

work environment. Positive attitude, great communication skills. Friendly, customer service 

oriented, professional, highly skilled clinically and knowledgeable. Know how to take X-rays. 

Email your resume. https://www.indeed.com/viewjob?jk=da6367ae3621c76f 

 

 

MEDICAL BILLING CLERK  

ECURE - Los Angeles.  P/T, to start and grow into F/T.  Contract.  www.ecurehealth.com . We 

litigate commercial carriers who don’t reimburse providers correctly- including hospitals, 

doctors and ambulance companies. Analyze EOBs and help with filling out the forms necessary 

to file cases in court. 

Go to: https://www.indeed.com/viewjob?jk=e8ced1a1e975d349 
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VETERINARY ASSISTANT  

VCA Antech, Inc. - Los Angeles.  Have a flexible schedule and be available to work weekends.  

Support our Doctors and Technician team by creating a positive, low-stress atmosphere for our 

clients and patients. Maintain medical records; prepare surgical suite and surgical patients; fill 

prescriptions; perform laboratory work and diagnostic imaging; and provide compassionate care 

and a home away from home for boarded and hospitalized pets.  

Go to: https://vcaantech-

openhire.silkroad.com/epostings/index.cfm?fuseaction=app.dspjob&jobid=14200&compan

y_id=16290 

 

 

MEDICAL ASSISTANT II  

Cedars-Sinai – Anaheim. Support the physician and nursing staff in the delivery of health care by 

performing a variety of medically related tasks. Greet patients. Manage patient care flow. 

Prepare patients for provider by reviewing current medications and record in medical record. 

Take appropriate vital signs and record in medical record. Set up exam room/procedure rooms 

appropriately based on patient visit needs. Assist provider in examination/procedure rooms as 

needed. Perform designated diagnostic tests as directed by provider. Draw, prepare designated 

lab work and/or specimens as directed. Administer immunization, injections, or oral medications. 

Use PRN/Smart Talk systems to convey lab results to patients as defined by provider. Assist in 

follow-up scheduling needs. Answer patient calls in timely fashion. Prepare charts as needed. 

Ability to understand and assist two or more providers with clinical care. Handle all designated 

clinical care telephone interactions with provider input. Communicate all significant clinical 

findings to MD. Serve as an advocate for patient and utilize appropriate resources. Medical 

Assistant certification from accredited school. Phlebotomy Certified. Proven/provide customer 

service skills. Basic understanding of patient care flow and insurance concepts. Correctly set up 

exam rooms/procedure rooms using sterile/aseptic technique with appropriate instruments or 

trays. Basic ability to prepare patient for office visit/procedures. Correctly perform vital signs 

and accurately record data. Ability to determine current medications that patient is using and 

record accurately. Correctly prepare lab work/specimens for pick up. Perform basic testing and 

specimen collection. Basic understanding of pharmacology and medication administration. Basic 

understanding of cleaning, sterilization of autoclaving procedures. Basic ability to perform and 

record QC testing on designated equipment. Ability to problem solve and prioritize work 

assignments. Intermediate understanding of patient flow and insurance concepts. Ability to 

schedule "nurse visits" for phlebotomy, testing, or other procedures. Ability to handle provider 

correspondence and communications as related to clinical care. Understanding of medical supply 

ordering and cost containment. 

Go to: https://jobs.cedars-sinai.edu/job/-/-/252/6578507 
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