
 

 

Customer Service Rep 1 
ROCKDALE HEALTH CENTER, 985 TAYLOR ST CONYERS, GA,30012 

The position is open to all qualified applicants. 

Date posted | September 28th, 2022 Application Deadline | October 5th, 2022 

Position Number(s) | 00013343 Position type | Unclassified 

Salary | $35,000 Paygrade | F 
    

Job Summary 

Under general supervision, candidate will provide excellent customer services while completing patient 
intake process.  Candidate will provide guidance, assistance, support, and training to clients and others 
within organization; maintain and update client data using manual and electronic systems; collect data 
from a variety of sources; answer multiple line phone system; and perform other administrative duties as 
needed. The candidate must be able to work in a fast paced environment and handle multiple 
simultaneous tasks.  Bilingual is a plus.   

Qualifications 
 

Minimum  

High school diploma or GED AND Six months of experience handling customer's questions, complaints 
and/or providing information. 

Preferred 

Experience working in public health. Experience with insurance eligibility. One or more years working in a clinic or 
office environment. Two or more years of working knowledge with Microsoft office applications. One or more years 
of using electronic medical records. Ability to speak Spanish and English preferred.  

 


