
WEST PARK HOSPITAL DISTRICTPRIVATE 

JOB DESCRIPTION

JOB TITLE:
Unit Clerk                                                                                                                 

IMMEDIATE SUPERVISOR:
Designated Nurse Manager

JOB SUMMARY:
Greet patients and visitors at the desk in a friendly, courteous manner.  Coordinate nursing staff's duties.  Enters orders and charges into the computer.

AGE SPECIFIC TO ACUTE CARE UNIT:

	Newborn-
	Birth through 1 month
	Adolescent/Teenager-
	13 years through 17 years

	Infant-
	1 month through 1 year
	Young Adult-
	18 years through 34 years

	Toddler-
	2 years through 3 years
	Middle Adult-
	35 years through 50 years

	Preschool-
	4 years through 5 years
	Mature Adult-


	51 years through 69 years

	School Age-
	6 years through 12 years
	Geriatric Adult-
	70 years +


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.
Directs patients, visitors and staff to appropriate areas.  Helps to enforce visiting policies under direction RN/LPN.

 2.
Coordinates admission of patients.  Completes proper admission documents, if necessary.  Coordinates room assignments under the direction of the Supervisor.  Initiates labeled medical records on admission.  Assures prompt completion of admission diagnostic work with assistance from RN.  Notifies RN/LPN of any stat treatments or medication.

 3.
Coordinates discharge/transfer of patients.  Notifies pertinent departments of patient's discharge, makes return appointments with patient's physician, prepares medical record for discharge.  Checks for valuables, clothing or medications left in hospital care prior to discharge.  Assures each patient is accompanied to business office by a hospital employee at discharge, and enters discharge in log book if  Patient Financial Services Office is closed.

 4.
Operates communication equipment at desk.  Pages individuals as directed over hospital intercom or EMS radio system.  Answers telephone efficiently and relays messages and calls to appropriate personnel or patients.  Communicates with personnel, ambulances, or other hospital via the EMS or county radios; relays information to other departments, as needed.  Documents requests for pages on appropriate forms.  Follows up appropriately and timely on pages not returned.

 5.
Answers patient intercom promptly and courteously; refers urgent requests to RN/LPN immediately.  Answers intercoms at entrance and ER, labor room and nursery emergency buzzers.  Call in on-call personnel at request of RN/LPN using appropriate call schedule and format.
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 6.
Transcribes physician orders.  Enters orders into the computer.  Transcribes medication orders to the MAR.  Assures completion of STAT orders.  Notifies RN/LPN of new orders and assures orders are double checked for transcription accuracy by RN/LPN.  Refers telephone and verbal orders to RN.  Notes initials date and time on orders transcribed.

 7.
Coordinates activities of nursing with other departments.  Notifies other departments of pertinent changes in status or physician orders.

 8.
Maintains medical records in an orderly manner.  Keep charts supplied with needed forms.  Ensures all charts are stamped with proper ID plate.  Requests Medical Records Department to thin charts when necessary.  Obtains past medical records under direction of RN/LPN.  Prepares medical records for transfer when necessary.

 9.
Assists with recording of patient information in medical record.  Posts lab slips and X-ray results in a timely manner.  Notifies charge RN/LPN if information is missing.

10.
Prints nursing schedules at the end of the shift and separates by nursing assignment.  Prints a second copy for the desk.

11.
Night unit clerks enters charges from the daily charge sheets into the computer.  Daily charges are checked against the nursing schedule.

12.
Uses the computer to admit patients to the hospital.

13.
Maintains competency skills as directed by the Nurse Manager.

14.
Attends 12 hours of inservice education yearly.

15.
Assists nursing staff with obtaining needed equipment or supplies.  Keeps desk stocked with needed clerical supplies.

16.
Promotes positive attitudes between nursing and other departments.

17.
Notifies appropriate departments of maintenance alarms.  Make out work orders.

18.
Participates in monthly staff meetings and committee assignments intended to improve patient care.  Regularly attends departmental and hospital meetings and educational inservices.

19. Place telemetry physician order sheet in chart when telemetry ordered.

20. Checks each chart at end of shift for missed or incomplete orders transcription.  

21. Nightly census reports are correctly completed and distributed.

22. Maintains a positive attitude toward co-workers, patients and visitors.
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23. Required to successfully complete the Swank medical terminology within six months of hire as a Unit Clerk.
24. Performs other duties as assigned.

EDUCATION:  Minimum of high school diploma.  Unit Clerk Certification preferred.

EXPERIENCE:  Experience in secretarial training, switchboard, medical terminology, nurse's aid work, office machine operation.

SKILLS:  Excellent communication skills.  Must be able to maintain a high degree of accuracy under stress, complete monotonous detail work without error, and handle several tasks at once.

WORKING CONDITIONS:
 Works in a clean, well-lighted, heated and air conditioned area.  Exposure to unpleasant sights, smells, and infectious disease possible.  Work schedule is 72 hours every two weeks.  May need to work overtime as need arises.  Holiday and weekend work as scheduled.  Occasionally stressful environment.
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PHYSICAL DEMANDS:
Extensive standing, sitting, walking.

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


 1
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:  2/04, 9/13




Revised:  7/01, 9/13
