
 

 

 
Client Care Representative 
Bush Veterinary Neurology Service - Rockville, MD 
 
Bush Veterinary Neurology Service is looking for a Client Care Representative to join the team in our 
Rockville, Maryland practice! We are seeking a dynamic individual with excellent telephone and 
interpersonal skills and the ability to multi-task through the day. 

As a Client Care Representative, responsibilities include, but are not limited to: 

 Answering the phone 

 Making patient appointments 

 Filing, keyboard/data entry, fax, email 

 Cashiering 

 Serving coffee and tea to guests 

 Keeping lobby area tidy 

 Offering a compassionate and client and patient focused office environment 

Required Qualifications, Education and Experience: 

- Candidates are required to have a high school diploma or equivalent, with a vocational certificate/diploma 
in business or office administration preferred. 

- Minimum of 2 years of experience as a Veterinary Receptionist, OR 5 years as a Client Service 
Representative 

- Must be willing and able to work flexible hours, as needed. We are a 6 day per week practice (Monday 
through Saturday) - alternating Saturdays are required for this position. 

Preferred Qualifications and Experience: 

- Qualified candidates should be friendly, poised and have a client focused approach. 

- Excellent communication skills both written and verbal 

- Able to multi-task in a fast paced environment 

- Comfortable working in and having a good understanding of MS Windows and the ability to quickly learn 
how to use other internal company software systems. 

- Must be well organized. 

- Able to handle stressful situations and events in a calm supportive manner. 

Bush Veterinary Neurology Service was founded on the principles of integrity, compassion, and quality--and 
we look for those attributes in our employees. Bush Veterinary Neurology Service provides complete, 
thorough and compassionate veterinary care for pets with neurologic disease. Our Board-Certified team of 
Veterinary Neurologists and Operations Staff treat more veterinary neurology cases than anyone in the 
United States and we are privileged to help thousands of pets and their owners each year. 

Our team is committed to providing complete neurology care including the medical and surgical treatment of 
all small animals suffering from neurologic disease. Helping those in need is our calling and it is our 
commitment. We are a busy referral and emergency neurology practice, and candidates should enjoy a fast-
paced environment. We have a great staff and a competitive benefits package including health, paid time 



 

 

off, paid sick leave, scrubs and more. Salary to correspond with experience. 

Our hiring manager is NOT on site - please do not stop by or call regarding this position. Hire inquiries 
should be directed to the email address associated with this ad. We are located within The Hope Center, but 
are a separate company. 

 


