
STAFF MATRIX

SALES MARKETING FINANCE PT CARE / SERVICE TECHNICAL ADMINISTRATIVE

Front - Stephanie

External - 

Jeanne/Stephanie Bookkeeping - Tiffany Forms - Jeanne

Appearance/Supplies - 

Jeanne

Routing Slip - 

Jeanne/Michelle

Spec Mic -  Mindy Mail - Dr. Slaughter/Marlin

Front Desk - Brenda OCT - Mindy Out going Mail - Kendall

New vs Est - Jess YP - Stephanie Payroll - Tiffany Optomap Equip - Tracy Outbox - Andrea

Dollars/xm - Stephanie

P&L - Tiffany/Dr. 

Sorrenson

Surveys - Stephanie/Dr. 

Sorrenson Izon - Arthur/Mindy Tech Schedule - Tiffany
Confirmed appts - 

Brenda

Employee Insurance - 

Tiffany

Drug/CLRx refills - 

Andrea Equip/Computers - Amber

Monitor Costs/ Update 

Price Lists - Jeanne

Missed appts - Susie Web - Arthur

Benchmarks - Dr. 

Sorrenson Pt Care - Stephanie Doc Travel - Stephanie

Optical - Lynn Other - Stephanie

Ins Rec - 

Michelle/Stephanie Staff Education - Michelle
CLEANING

VS Doc Meeting - 

Stephanie

Frames - Steve Tech Training - Andrea Outside Cleaning - Andrea VSR - Jeanne/Marlin

Lenses - Marlin Internal - Stephanie Pt Rec - Stephanie/Lynn Medical/CL - Debbie Office Supplies - Brenda

Optical Sales - Lynn Recalls - Jeanne

CL Order/Check 

in/Notification - Tracy Shipping - Jeanne/Arthur

Lab - Marlin Letters - Steph/Jeanne CL Returns - Jeanne CL Trials - An

Molds/AR - Marlin Optical - Steve Cl Statements - Jeanne Laser - Debbie

Clinic - Jeanne Displays - Joel

Optomaps - Tracy Frame Displays - Lynn

Pt Statements - 

Stephanie/Lynn Optical Pt Care - Arthur Pt Referrals - Jeanne

Mindy Optical Organization - Lynn

Past Due Collection - 

Lynn

Specular Microscope - 

Mindy Contact Lenses - Jeanne

Exam forms - Dr. 

Slaughter

OCT - Dr. Slaughter

Laser Surgery - Debbie

Prepare Disp Ready 

Specs - Phyllis

Social - Jeanne      (team 

mom)

Schedule/performed - 

Debbie

Ins Verification -

Brenda/Jess/Susie


