PATIENT SALES COORDINATOR
Symmetria Clinic — Liverpool
Above NMW + commission

Symmetria is a medically led aesthetic clinic based in Liverpool, offering advanced
aesthetic treatments alongside premium medical-grade skincare including ZO® Skin
Health and Obagi. We pride ourselves on delivering exceptional clinical results while
providing every patient with a luxury, personalised experience.

We are looking for a professional, confident and sales-driven Patient Coordinator to join
our team. This is a front-of-house role with a strong focus on patient experience, sales
and patient retention.

As the first point of contact for our patients, you will play a key role in creating a
welcoming, professional and luxury environment while supporting the growth of the
clinic through skincare sales, treatment rebooking and promotion of our clinic
programmes.

This role would suit someone who understands the aesthetics or beauty industry, enjoys
building relationships with patients and is confident recommending treatments and
skincare solutions.

Symmetria is a small, supportive team, and we value individuals who are proactive,
motivated and eager to contribute to the ongoing success of the clinic. Regular reviews
will take place to discuss performance, innovation and opportunities for development
within the role.

KEY RESPONSIBILITIES

Front of House & Patient Experience
e Opening and preparing the clinic for the day (key holder responsibilities)

e Welcoming and greeting patients on arrival



Providing refreshments and ensuring patients receive a luxury clinic experience
Maintaining a clean, organised and professional reception and waiting area

Supporting practitioners with patient flow throughout clinic sessions

Sales, Programmes & Patient Retention

Rebooking patients for follow-up treatments

Recommending and selling medical-grade skincare products

Promoting clinic programmes including our VIP Membership and Loyalty Scheme
|dentifying opportunities to upsell treatments and skincare where appropriate

Booking review appointments to support patient treatment plans and skincare
protocols

Supporting patient retention through excellent service and ongoing engagement

Marketing & Patient Communication

Ensuring patient marketing preferences are regularly reviewed and updated

Supporting communication with patients regarding promotions, offers and clinic
events

Assisting with clinic marketing initiatives when required

Administration & Systems

Using Aesthetic Nurse Software to manage appointments and patient records
Processing card and cash payments
Maintaining accurate patient records and CRM systems

Recording personal upsells and submitting monthly reports for commission
calculations

Using spreadsheets and internal systems to support clinic administration

Online Orders & Stock Management

Preparing online skincare orders for dispatch
Completing postal runs for skincare deliveries

Assisting with stock control and regular stock takes



e Monitoring stock levels and reporting low inventory
o Ensuring retail displays are fully stocked and well presented
Patient Care & Follow-Up
o Contacting patients following their treatment to check on their experience
e Ensuring review appointments and follow-up treatments are booked
e Supporting patients with skincare advice and treatment planning
General Clinic Support
e Assisting with the day-to-day running of the clinic
e Supporting promotions, campaigns and clinic events
« Contributing ideas to improve patient experience, sales and clinic performance

« Working collaboratively within a small, supportive team

HOURS

This is a part-time role with potential for additional hours based on performance and
clinic growth.

Monday:
9:30am — 4:30pm

Two Saturdays per month:
10:30am — 4:30pm

All shifts include a 30-minute lunch break

Approx. 36 hours per month

SALARY & COMMISSION
e £13 per hour

e 10% commission on profits from skincare and treatments personally upsold by
the Patient Coordinator (not practitioner-led sales)

Upsells must be recorded and submitted monthly to management for commission
calculation.

This position will be paid via payroll.

WHAT WE ARE LOOKING FOR



o Experience in the aesthetics, beauty or skincare industry preferred
o Excellent communication skills, confident both face-to-face and over the phone

e A warm, friendly and professional manner with the ability to build strong patient
relationships

o Confident in sales and product recommendations

« Well-presented and professional, reflecting the luxury standard of the clinic

o Comfortable using CRM systems, spreadsheets and clinic software

« Ability to work independently and take sole charge of the clinic when required
e Highly organised with strong attention to detail

« Ateam player who enjoys contributing to the growth and success of a small
business

TRAINING & DEVELOPMENT

Full training will be provided including:
o Clinic treatments and skincare product knowledge
« Systems and software training

e Sales and patient journey management

TRIAL PERIOD

This role is offered on a 3-month trial period, after which performance will be reviewed
with the intention of developing the position into a long-term role within the clinic.



