
 

 

Customer Service Rep 1 
APPT CALL CENTER, 2755 SAWNEE AVE #2560, BUFORD, GA 30518 

The position is open to all qualified applicants 

Date posted | November 10th, 2022 Application Deadline | Open Until Filled 

Position Number(s) | 00182379 Position type | Unclassified 

Salary | $37,500 Paygrade | F 
    

Job Summary 

Under general supervision, candidate will staff a District wide call center supporting all Public Health clinic 
locations.Candidates will be responsible for: answering and managing needs for clinic incoming calls; scheduling 
appointments across all clinic locations; collaborating with clinic management to optimize appointment availability for clients; 
maintain scheduling system in District EMR; return phone calls/messages received; provide excellent customer service; 
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 and/or knowledge of programs offered by Public Health. Experience with insurance eligibility. One year or more 
working in a clinical or office setting. Two years experience using computer information technology such as Microsoft office. 
Experience handling monetary transactions. Working experience in a call center. Ability to speak Spanish and English 
preferred. 

 

 

 


