
WEST PARK HOSPITAL DISTRICT

JOB DESCRIPTION

JOB TITLE:
Administrative Assistant –Patient Care Services                                                           

IMMEDIATE SUPERVISOR:  WPH Director of Patient Care Services
 

JOB SUMMARY:  The Administrative Assistant is responsible for all typing, filing and other office duties required to maintain an orderly working environment in the Clinical Departments that report to the Director of Patient Care Services.

CULTURE/RELIGIOUS ASPECTS:  Employee will care for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse cultural and/or religious backgrounds.

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS:

1.  
Calculate and code payroll time cards for Nursing Administration and other personnel in the absence of the manager. Notify Employee Health of sick calls as necessary using the Meditech system.  Complete, monitor and process all travel agency time cards and bills.
 2.  
Greet and give non-clinical information to patients, visitors and personnel.  Assist with directions, inquiries and requests when necessary.  

3.
Answer telephone and take messages; convey to appropriate personnel.

4.
Assist department managers with clerical duties when requested, including forms, manuals, policies etc.

5.
Assist clinical employees with travel requests, check requests, etc.  Check for completeness of requests prior to processing getting necessary signatures for approval.  Makes and finalizes travel/registration arrangements.
6.
Attend, record, in approved WPH format, transcribe and distribute meeting minutes at Nursing Leadership, Surgical Infection Prevention, Emergency Preparedness and other meetings as assigned.   Complete draft of minutes within five (5) days and route to chairperson for review.  Maintain manuals for all minutes and forward necessary minutes to committees.  Is also a member of the Senior Leadership Support Committee.  
7.
Forward education data received in Patient Care Services to Education Coordinator for database entry.  Distribute original CEU information to the employees involved.  Apply for CEU’s when directed to do so. Route educational information to appropriate managers for inclusion into their competency books.

8.
Record evaluations into database when information is received from DPCS.  Check for completeness before routing to HR.  Print Evaluation Reports as requested by DPCS.

9. Prepare and distribute CAP packets for employees and CAP team (Feb. & Sept.) each year.
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10.       Applies for grants for education and other areas when directed.  Completes follow-up on grant monies when awarded and submits necessary paperwork to finalize each grant.

11.
Enter/edit Policy and Procedures (when requested), get signatures necessary on P&P’s, route to Administration for final signature and entry into database. Route completed P&P to Manager to place in P&P department specific manuals. Compose/transcribe correspondence as requested.  

12.
When requested, enter nursing schedules into Meditech Nursing Scheduler.  Retrieve daily staffing sheets from supervisors’ office.  Watch for trade requests and follow up to make sure they have been entered into system appropriately.  Monitor Premium Pay when policy is in effect.  Make appropriate scheduling codes when requested.  Assist with monitoring Special Requests – watch for accuracy and correct information.
13.
Greet prospective job applicants.  Answer questions/inquiries as needed.  Direct applicant to appropriate manager and/or HR for more information/application if necessary.  Follow up as necessary.

14.
Maintain and monitor current license listing for all staff required to have licenses - RN, LPN, CNA, Social Worker, etc. This is done jointly with the Administrative Assistant in HR.

15.
Create, edit, monitor use of chart forms used throughout Nursing Service and hospital.  Responsible for final drafts of in-house printed chart forms.  Gets information to Materiels Department for printing.  Assist with departmental forms for other hospital departments when requested.

16.
Maintain P&P Master Manuals within Director of Patient Care  Office.  Maintain Physician Privilege Manuals. 

17.       Maintains and distributes mail, invoices, and purchase orders to appropriate departments.

17.
Dress and groom appropriately for greeting public.  Adhere to dress code of department.

SECONDARY FUNCTIONS:
1. Photocopy all necessary documents for department.
2. Keep office machines in department operational. Order supplies and call for repair personnel when necessary.

3. Notifies appropriate staff of hospital/DPCS meetings and reserves meeting rooms, prepares handouts, agenda, minutes, etc.
4. Assures reminders are distributed in a timely fashion to departments for acknowledgement of responsibilities assigned at committees.

5. Attend appropriate inservices and outside workshops as necessary for updating/improving skills.

6. Maintain record‑keeping of traveling staff when applicable.

7. Set up educational inservices and assures invite memos are sent, sign in sheets are obtained and equipment is ready.
8. Complete other secretarial duties as requested.
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EDUCATION & REQUIREMENT(S):  High school diploma, degree in medical secretary preferred and/or one to two years of business school or college courses with combination of education of experience in an office setting.  Must obtain Certification as a Notary Public.
SKILLS:  Typing skills of 60-70 wpm with training in word processing, Excel and Powerpoint.  Ability to proof read and check documents for errors as well as ability to use keyboard to enter, retrieve and transform data.  Must have the capability to work independently and complete assignments without direct supervision and be able to organize, using good judgment as to the priority of assignments and tasks.  Must have excellent grammatical skills and clerical perception.  Good interpersonal skills are required for working with staff and physicians.   Must have ability to maintain confidentially regarding knowledge of workplace information.  Must possess writing and composition skills and an ability to think logically to compose minutes and memos in a concise sequential format.  Must possess the ability to plan, organize, implement meetings and functions.  

WORKING CONDITIONS:  Works in a clean well lit, heated and air conditioned area.  Normal work schedule is Monday through Friday.  May adjust normal work hours to accommodate payroll needs.
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PHYSICAL DEMANDS:  Long periods of standing or sitting.  Normal hearing and sight are necessary.

My job requires that I lift:

                                               NEVER             OCCASIONALLY     FREQUENTLY       CONTINUOUSLY

	A.  Up to 10 lbs.
	
	
	X
	

	B.  11 - 24 lbs.
	
	
	X
	

	C.  25 - 34 lbs.
	
	X
	
	

	D.  35 - 50 lbs.
	
	X
	
	

	E.  51 - 74 lbs.
	X
	
	
	

	F.  75 -  100 lbs.
	X
	
	
	

	G. Above 100 lbs.

STATE WEIGHT
	X
	
	
	

	H.  STANDING
	
	
	X
	

	I.   WALKING
	
	
	X
	

	J.   SITTING
	
	
	X
	


Any lifting of 35# or more requires the use of an assistive device and/or physical assistance.

EXPOSURE CATEGORY
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1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

2. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

3. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.

AGREED TO:

____________________________


____________________________

Applicant/Employee Signature


Date

____________________________


____________________________

Department Head




Human Resources Office

Reviewed: 7/04, 8/08




Revised:  7/04, 4/08
