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The Greeter Training Checklist

	Greeter Training
	Date Completed/Initials of  
Supervisor 

	Greeting

	Opens door for every client entering clinic
	

	Greeting clients  
· Upbeat, positive tone  
· Eye contact  
· Introduces themselves 
	

	Gets weight on every pet that comes in and enters into patient chart
	

	Checks patients in properly in computer software program
· Inpatient vs Outpatient  
	

	Seats client in a timely manner and in appropriate area/exam room based on appt type and doctor 
· Exam with doc  
· Surgery drop off/pick up  
· Drop off appt/pick up from drop off  
· Tech Appt  
· Walk ins  
· Euthanasia’s 
	

	Offers client something to drink before exiting room 
	

	Keeps entire front area clean and tidy at all times 
	

	Walks client to the door 
	

	Knows how to properly clean and re-stock an exam room if needed 
	

	Able to explain what our clinic is all about to a potential client and what to do when a potential client walks in with questions/tour 
	

	Understands what to do when ashes are returned 
	

	Knows what to do when a client comes in to pick up their pets cremains 
	

	Knows how to properly email the following:  
· Medical notes 
· Invoices
· Vaccinations
· History
· X-Rays
· New Client/New Patient Forms
	

	Understands how to take something out of inventory
	

	Understands how to add something to the want list 
	

	Knows how to charge for cash items - collars / cat treats
	

	Collecting Payments 

	Able to properly invoice for all of the following:  
· Fecal/ Treats/ Misc Items 
	

	Able to run Credit Cards with card present and not present 
	

	Understands how to properly go over invoices 
	

	Able to run and Vault CC
	

	Understand what do to and what to offer if a client cannot pay 
	

	Able to Run Care Credit
	

	Preventative Health 

	Vaccines 
	

	Understands how to check reminders and explain to an owner the importance of:  
· Vaccinating their pet  
· Doing a physical exam yearly 
	

	Checks reminders on patients and offers services/products needed 
	

	Parasite Prevention 
	

	Knows what products we sell at the clinic and able to explain why we sell the ones we do 
	

	Knows where to direct clients to if they want a product we do not sell 
	

	Laboratory 

	Knows what to do when someone drops off a Fecal sample  
· Paid  
· Unpaid 
	

	Knows what to do when someone drops off a urine sample  
· Paid  
· Unpaid 
	

	End of Day 

	Makes sure that all forms of payment match up to computer software
	

	Able to properly run End of Day/Month/Year 
	

	Able to properly count the cash drawer 
	

	Able to properly use the deposit sheets 
	

	Makes sure that the End of Day checklist is complete each night 
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