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Client Care Specialist 

 

The Mission of the Client Care Specialist 

To develop deep and meaningful relationships with our patients that leads to lifelong clients for our 

clinic. Success in this role will be measured in customer satisfaction, increased loyalty, the high 

arrival rate of our patients as well as well as the meticulous upkeep of our patient database. 

The Role: 

Because we are growing, we are looking for a full-time admin assistant. In this role you’ll have the 

important task of being the first point of contact with the patients of our practice. You must have 

previous experience in admin/office work and have a strong focus on customer service. You also 

must be able to work in a fast-paced environment and demonstrate extraordinary attention to 

detail. Please only apply if you have experience in admin and have worked in a customer service 

environment. 

You must be comfortable with talking to strangers both in person and on the phone as well as using 

your initiative well. Being organised should be a top priority in your life and must be able to multi-

task and prioritise projects, while simultaneously meeting deadlines and prioritising your day. 

You must be comfortable taking payments, talking about money and comfortable handling customer 

concerns and questions about cost. PLEASE ONLY APPLY if you can handle conversations about 

money/cost. We are a private medical practice and the conversation about money with patients 

cannot be ignored. 

If you have a positive outlook on life, you are flexible and open to change and committed to learning, 

you could be just the person we are looking for to fill the position that we have available.  

This is predominantly a working from home position, but there will lots of opportunity to spend time 
in clinic for training, meetings and when therapists are not using the rooms.  

Ultimately, your job is to help us grow the revenue of the clinic by booking in new patients and 
excelling at retaining those patients as lifelong customers of the business. 

You’ll do that by creating the type of customer service experience that patients will be happy to pay 
for – and just as happy to tell others about. 
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Who are we: 

Alpha Physiotherapy is a rapidly growing Physiotherapy clinic that specialises in helping people live 

active and healthy lives, free from pain and in control of their future. Our exceptional customer 

service and patient centred approach has helped us to grow quickly and we now have a great 

position for a client care specialist superstar to come in and serve our patients. 

Our clinic specialises in Physiotherapy for adults and children, Pilates and sports injuries and 

rehabilitation. The founders of the clinic are highly experienced and well-respected Physiotherapists 

Lyndsey and Jimmy Reynolds. 

The company website is: www.alpha-physio.co.uk 

 

 

 

 

Responsibilities and Activities: 

▪ Provide an exceptional experience, answering the phone, converting inquiries into paying 
patients and ensuring that all of our patients are looked after and made to feel welcomed 
whenever they enter your world. 

▪ Communicate the value of our services 

▪ Successfully handle price/money objections 

▪ Hold a lengthy (at least 15-20 minute) conversation with new patients on the phone 

ensuring that patients are committed and bought into our service 

▪ Ensure people show up excited for their first appointment after scheduling 

▪ Communicate with patients before, during and after appointments to ensure satisfaction is 

being achieved 

▪ Organise and plan all schedules – maximising efficiency and revenue for the clinic 

▪ Foster deep relationships with patients  

▪ Develop and regularly update the procedures library so that every aspect of the role is 

documented and can be achieved by anyone else in the business 

▪ Assist with completion of data collection spreadsheets  
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Skills Required: 

▪ Be able to hold meaningful conversations with prospective patients on the phone for longer 

than 20 minutes (empathy) 

▪ Be able to answer all questions asked on the phone in a such a way that increases the 

likelihood that the person asking will want to become a customer (insightful and 

knowledgeable) 

▪ Recall names and faces of patients and in doing so making all our patients feel welcomed 

and remembered 

▪ Provide a warm and welcoming greeting to patients when they arrive in the clinic 

(experience) 

▪ Organisation and planning: Plans and organises, schedules and budgets in an efficient, 

productive manner. Focuses on key priorities. 

▪ Follows through on commitments; lives up to verbal and written agreements regardless of 

personal cost 

▪ Demonstrates an ability to quickly and proficiently understand and absorb new information 

▪ Attention to detail: does not let important details slip through the cracks 

▪ Persistence: Demonstrates tenacity and willingness to go the distance to get something 

done 

▪ Proactivity: Acts without being told what to do. Brings new ideas to the company 

▪ Computer and social media literate 

 

Location: 

The is a primarily working from home admin/sales role, with frequent visits required to the clinic 

based in Martlesham – Ipswich. 

This is a full time role, 37.5 hours.  

Your Compensation: 

▪ Competitive salary depending upon previous success, with the chance to earn even more as 

we grow as a result of your impact. 

▪ 20 days paid vacation. 

▪ Flexible hours 

▪ Company pension 

 

How to Apply: 

Head to www.alpha-physio.co.uk/hiring and fill your details in by clicking the link.  

http://www.alpha-physio.co.uk/hiring

