
 
 
 
 

 
RECEPTION ADVERTISEMENT 

 
We are looking for a highly motivated Receptionists with a positive attitude to join our patient 
focused team at SA Heart.  
 
The SA Heart team are dedicated to providing the highest standard of quality cardiac care to our 
patients with a professional compassionate approach. Proudly a South Australian privately owned 
and operated specialist group, our focus will be ensuring we provide a comprehensive range of 
cardiac expertise to our community. SA Heart is one of Australia's largest private cardiology 
providers, with 26 cardiologists servicing 15 locations in metropolitan and regional South Australia.  
 
We offer a dynamic team environment, internal career progression and flexibility. This role includes, 
but is not limited to: greeting patients, diary management, liaison with patients and other health 
professionals; finance administration. 
 
Full time role – We are looking for an exceptional, dynamic person whose patient focused approach 
align with our company values of Integrity, Compassion, Collaboration and Excellence. The successful 
candidate will be based centrally with the aim to staff our Mount Barker clinic as we grow our 
services in the Hills. 
 
 
Key Responsibilities: 

 Facilitate the smooth running of a busy cardiology practice 

 Answering incoming calls 

 Run consulting sessions 

 Scanning and maintenance of medical records 

 Procedure bookings, including quotations 

 Administrative support for cardiologists 

Candidate requirements: 
 
The ideal candidate will be a highly organised and efficient individual with an eye for detail and the 
ability to take on any task and successfully follow it though. The candidate will have a caring and 
friendly attitude towards both staff and patients. 
 

 Experience with HealthTrack or other similar practice management software 

 Cardiology experience highly desirable 

 A passion for excellent Customer Service 

 Professional presentation 

 Typing speed minimum 60wpm with high accuracy 

 Medicare online billing 

 Ability to multi-task and use initiative 

 Professional and caring manner  

 Driver’s license and own car 



 Appropriate residency or working Visa 

Applicants must have medical experience, customer service focus, and be a proven team player. A 
police check will also be required prior to commencement. 
 
Please email your current resume along with a 1 page cover letter – outlining 
 

 why this role is applicable  

 why you would like to work for us  

 what you would bring to the team at SA Heart 

Applications close 11 May 2018 
 
Please email applications to mroberts@saheart.com.au 

 


