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Vision & Vocational Services

1393 N. High Street

Columbus, Ohio 43201

(614) 294-5571

Position:  Scheduler/inventory Specialist

Pay range:  $9.00 to $11.00 per hour (depending on qualifications)
Department:  Low Vision Services

Usual working hours (37.5 hours per week):  Monday through Friday, between the hours of 8:00am and 4:30pm with a 1 hour (non-paid) lunch.  

Position Description:  
Scheduling duties:  Under the direction of the Optometrist, Low Vision Clinic, schedules appointments/coordinates calendars for clients for the Low Vision Clinic including appointments for; Low Vision Therapist, Computer Trainer, 2 Rehabilitation Teachers, Optometrist and Orientation/Mobility Instructor(s).  Receives incoming calls and places calls to local governmental, non-profit, and other businesses to ensure that appointment schedules are maximized.  Issues correspondence, brochures, etc. from Low Vision Clinic staff to clients/professionals as directed.  Assist clients with completing intake information, setting up client files and maintaining files.
Inventory duties:  Under the direction of the Optometrist, Low Vision Clinic, processes orders and maintains the inventory from Low Vision Clinic staff and the general public on low vision aids and equipment.  Also, orders and maintains an inventory of office supplies for Vision & Vocational Services.  Prepare, invoice and ship equipment/aids orders as requested.  Assist walk-in customers in purchasing aids and equipment from stock or ordering items from suppliers.  Processes orders and ships aids purchased from the company website.  
Other duties:  Open and distribute daily incoming mail in a timely fashion.  Deliver agency mail to Post Office as required.  Assist with receptionist duties as requested.  Other duties as assigned.
Minimum qualification requirements:

· High School diploma or GED.

· Ability to utilize phone in a professional and positive manner.

· Ability to utilize a computer using Word, Excel, Outlook (Calendar manager & e-mail).

· Good keyboarding skills.

· Able to handle multiple tasks and work independently.

· Experience in any customer service or appointment setting environment.

· Ability to lift up to 25 pounds.

· Ability to bend, reach, and stand for periods of time.
· Ability to read handwritten information, box labels and letters from customers.

· Ability to communicate clearly with vendors and customers in person, in writing and by telephone.

· Attention to detail.
Employee Benefits:
· 12 paid holidays

· 3 personal days

· 2 weeks vacation beginning 6 months after continuous employment

· 10 sick days

· Health insurance (currently United Healthcare)
· Limited vision services

· Long term disability coverage

· Life insurance & accidental death & dismemberment insurance

· Supplemental voluntary insurance

