
Job Title: Receptionist/Office Manager 

Location: Alpharetta, GA 

Job Type: Full-time 

Salary: Competitive, based on experience 

Schedule: Monday – Friday, 8:00 AM – 5:00 PM 

Start Date: [Insert start date] 

 

About Us: 

At Beyond The Spectrum ABA Therapy, we are committed to improving the lives of children with 

autism and other developmental challenges by providing personalized, high-quality care. We 

are looking for an experienced and highly motivated Receptionist/Office Manager to be the heart 

and soul of our center. This individual will be a critical part of our clinic, responsible for ensuring 

smooth operations, managing scheduling, supporting our clinical staff, and creating a welcoming 

environment for families and children. 

If you are a people-oriented individual with a college degree, excellent communication skills, 

and a passion for working with children and families, we would love to have you join our 

dynamic team! 

 

Job Description: 

As the Receptionist/Office Manager, you will be responsible for overseeing the day-to-day 

operations of the clinic, managing the front office, and ensuring that both clients and staff have a 

positive experience. You will engage with families, handle scheduling, support the clinical team, 

and make sure the clinic runs smoothly and efficiently. A key part of your role will be managing 

both the administrative tasks and the people side of the clinic, including interacting with parents, 

staff, and children, and ensuring that everyone feels welcomed and cared for. 

This is a fast-paced and highly interactive role that requires excellent organizational and 

communication skills. If you are a natural people person who enjoys working in a supportive, 

team-oriented environment, this role is a great fit for you. 

 

Key Responsibilities: 

 Manage daily clinic operations: Ensure smooth day-to-day functioning of the clinic, 

including answering phones, managing schedules, and handling all administrative tasks 

 Client and family engagement: Serve as the first point of contact for families and 

visitors, greeting them warmly and professionally, answering questions, and providing 

information about our services 

 Scheduling and coordinating: Oversee appointment scheduling for clients, ensuring 

that all therapy sessions are booked efficiently and that clinicians’ schedules are 

properly coordinated 

 Administrative support: Handle client intake, maintain client records, assist with billing 

and insurance verification, and ensure all documentation is accurate and up-to-date 



 Assist with clinic management: Support the clinical team with staff coordination, 

tracking attendance, and ensuring that all clinicians have the resources they need for 

their sessions 

 Provide customer service: Handle concerns or issues in a professional and empathetic 

manner, ensuring that families feel heard and supported 

 Communication and coordination: Act as the main liaison between families, staff, and 

external partners, ensuring timely communication and smooth operations 

 Maintain clinic environment: Ensure the office is well-organized, clean, and welcoming 

for families, children, and staff 

 Ensure compliance: Maintain adherence to all HIPAA and clinic policies, ensuring 

confidentiality and security of client information 

 Foster positive relationships: Build and maintain strong relationships with clients, 

families, and staff, promoting a positive, supportive, and welcoming atmosphere in the 

clinic 

 

Qualifications: 

 Education: A college degree is required (preferably in business, healthcare 

administration, psychology, or related fields) 

 Experience: Minimum of 2-3 years of experience in an office management or 

administrative role, ideally in the ABA therapy, healthcare, or childcare setting 

 Strong communication skills: Must be able to communicate effectively and 

professionally with clients, parents, children, and staff both in person and via phone and 

email 

 People skills: A true "people person" with the ability to engage families and create a 

warm, welcoming environment for everyone who visits the clinic 

 Organizational skills: Excellent ability to manage multiple tasks and responsibilities, 

including managing schedules, paperwork, and daily clinic operations 

 Customer service: Experience in customer service, with a focus on creating positive 

and supportive experiences for families and children 

 Tech-savvy: Proficiency in scheduling software, Microsoft Office Suite, and other office 

equipment (phones, fax, copier) 

 Leadership and team support: Ability to work well independently and as part of a 

team, supporting the clinical staff and managing the office with a positive attitude 

 Knowledge of ABA therapy: A basic understanding of ABA therapy and its processes 

is preferred, but not required. Willingness to learn and adapt to the field is essential 

 Warm, caring, and empathetic: A genuine love for working with children and families in 

a compassionate and professional manner 



 

Benefits: 

 Competitive salary 

 Paid time off (PTO) 

 Health, dental, and vision insurance options 

 Paid holidays 

 Collaborative and supportive team environment 

 Professional development opportunities and continuing education support 

 Opportunity to make a meaningful impact on the lives of children and families 

 

How to Apply: 

If you are a highly motivated, organized individual who loves working with families and children, 

we want to hear from you! Please submit your resume and cover letter to 

HR@BeyondTheSpectrumABA.com. Include “Receptionist/Office Manager Application – [Your 

Name]” in the subject line. 

 


