PIONEER MEDICAL CENTER

JOB DESCRIPTION

_____________________________________________________________________________________

JOB TITLE
Unit Secretary

	
	
	


  ____________________________________________________________________________________

REPORTS TO
D.O.N.

EVALUATES      None



	
	


PURPOSE/DISTINGUISHING CHARACTERISTICS Under general supervision, provides clerical support for nursing staff.  Inputs data/physician orders for all resident/patient charts, schedules diagnostic tests and therapies, assembles and maintains the patient/resident chart, answers telephone and intercom calls,  Appropriately interacts with patients/residents, family, and staff.  Supports PMC activities that are essential to the smooth functioning of the unit.
_____________________________________________________________________________________

ESSENTIAL JOB FUNCTIONS

_____________________________________________________________________________________

                                             DESCRIPTION
1. Supports and practices the mission and philosophy of PMC.

2. Identifies needs and sets goals for own growth and development; meets all mandatory system/departmental educational requirements. 

3. Creates labels for monthly resident flow sheets  & IDT Team . Updates the Team Manager Assignment sheets, Team Report sheets, Nutritional sheets, and Resident Roster board. 

4. Utilizes the computer system to update doctor’s orders and medication administration records, prints updated records at the end of month for nursing staff to proof for next month.

5. Enters all resident/patient information into database.

6. Makes monthly Physician rounds appointments at clinic.  Determines residents to be seen on monthly physician rounds and creates forms and distributes to providers and nursing. 

7. Makes weekly appointments for swingbed/skilled patients with their provider of choice.

8. Maintains an accurate daily census, completes client change forms if necessary and distributes to front office.

9. Determines monthly routine lab for residents and fills out the lab requisitions.

10. Obtains signatures from medical providers, nurses, and other departments as needed.  Maintains confidentiality of record at all times.

11. Assembles empty charts with the appropriate forms for admission to Long Term Care, Swingbed, Critical Access Hospital, and Observation charts.

12. Thins resident’s active charts as needed and delivers to Medical Records for filing.

13. Set-up charts and cart for monthly provider rounds.

14. Interacts with polite, courteous attention and helpful assistance with patients/residents, 


family members, visitors, and staff.

15. Answers telephone calls, responds to routine inquiries, and relays other calls and messages promptly.

16. Performs clerical duties such as faxing daily pharmacy orders, filing, photocopying,               running errands, and ordering necessary office supplies.

17. Identifies and anticipates problems concerning safety and infection control issues and 

 initiates appropriate action.

18. Maintains competency in all organizational, departmental, and outside agency safety standards relevant to job performance.  Participates and offers  input in Quality Assurance activities as assigned.  Notifies maintenance promptly of any malfunctioning  equipment.

19.  Demonstrates positive, supportive, and caring behaviors in communication with 

 patients/residents, families, visitors, physicians, staff, and all others.

20.  Utilizes performance improvement principles to assess and improve quality.

21. Performs other duties as assigned or needed to meet the needs of the                                    department/organization.

_____________________________________________________________________________________

KNOWLEDGE, SKILLS AND ABILITIES
KNOWLEDGE OF:

· General knowledge of the PMC policies and procedures relevant to the department.

· Resident’s Rights.

· Confidentiality requirements.

4.
Medical terminology.

5.
PMC computer system and personal computers.

6.
Regulatory standards


SKILL IN:  

1.
Planning and organization, effective time management.

2.
Interpersonal skills necessary to gather and exchange information with patients/residents,                   medical 
providers, visitors, and staff.

3.
Analytical skills necessary to gather and interpret routine data, maintain semi-complex                         records, and organize daily work.

ABILITY TO:

1.
Incorporate cultural and age appropriate care into all aspects of communication and patient care

2.
Read, write, speak, and understand the English language.

3.
Comprehend and communicate complicated verbal and written instructions.

4.
Transcribe medical provider orders accurately and legibly.

5.
Work independently.

6.
Work with frequent interruptions.

7.
Perform basic arithmetic calculations in order to figure total resident census and assemble charts.

8.
Communicate clearly and effectively, both verbal and written

9.
Establish and maintain collaborative relationships

10.
Concentrate and pay close attention to details when transcribing orders and arranging appointments and services in accordance with established schedules and deadlines.  

11.
Sit for long periods of time.

12.
React professionally when dealing with difficult or emergency situations, remain calm in stressful situations.

13.
Able to prioritize in order to get the most important job done first.

14.
Recognize safety hazards and initiate appropriate preventative actions.

COMPLEXITY & DIFFICULTY:
Moderate complexity in prioritizing work-load.  Requires ability to handle frequent interruptions and a high degree of stress.

___________________________________________________________________________________



MINIMUM QUALIFICATIONS
1.
High school graduate or equivalent

2.
Knowledge of medical terminology.


WORKING CONDITIONS

Normal patient care environment in a long term care and acute care facility, with little exposure to excessive noise, dust, or extreme temperature.  Regular exposure to odors, difficult resident behaviors, call lights, and wander guard alarms.  May be required to work varying shifts, weekends, and holidays.

Category II:  Task that may involve occasional exposure to blood, body fluids or tissues, but are not part of the routine job description.

_____________________________________________________________________________________
PREPARED ON:  May 19, 1998

REVISED ON:  August 20, 2008

REVIEWED AND ACCEPTED

______________________________


_______________


Employee





Date

Effective Date:  8-20-2008

Manager:  Randi Pike RN. DON
The above is intended to describe the general content of and requirements of the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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