                                                               CMH Regional Health System                                

                                                                           Job Description
Job Title: 
Office Assistant intern



Date: 

9/10/08
Department: 
Family Health Center 



Report to: 
Office Manager or clerical staff
Job summary:  Under supervision of the office manager or office staff performs basic clerical tasks in accordance with hospital policies, procedures and standard of care.
Age of patent served:  all ages

Qualifications: Enrolled as a student in the Project SEARCH Program.
Knowledge/Skills: Ability to file alphabetically and numerically, answer the phone and take messages, basic keyboarding skills, knowledge of computers and software programs, ability to read and write, or accomplish necessary tasks with accommodations.
Duties and responsibilities: 

· Communicates appropriately with patient, family, visitors, physicians and staff.
· Maintains confidentiality of patient information. 
· Utilizes principles of safety and infection control, including universal precautions.
· Demonstrates commitment to the Department’s goals and to the organization’s mission, visions, and values. 
· Fosters positive internal and external customer relations. Maintains positive behaviors, approaches, attitude and commitment to interpersonal service toward patients, visitors, and/or coworkers.
· Demonstrates knowledge and compliance to the CMH team approach to patient care and functions within the hospital’s philosophy, policies and procedures.
· Operate copier, fax machine, computer and other office equipment.
· Use Microsoft word and excel to perform tasks related to job functions.
· Pull and file patient charts.
· Prepare patient charts to include required documentation.
· Place supplies and educational materials in patient’s examination rooms.
· Straighten and organize library shelves.
· Answer phones and take messages or route calls to appropriate staff

· Other duties as assigned.

Physical Demands:
· Ability to walk safely between Family Health Center on Locust Street and Clinton Memorial Hospital on Main Street.

· Ability to reach and retrieve files on shelves 

· Ability to move in and out of patient examination rooms

Approval:

Manager _________________________________________________________Date __________________
Project SEARCH Instructor ________________________________________ Date __________________
Project SEARCH Liaison __________________________________________  Date __________________
