MARQUETTE GENERAL HEALTH SYSTEM

JOB DESCRIPTION

POSITION: Aide/Unit Clerk DEPARTMENT: Nursing Admin (6000)

SUPERVISED BY: Nurse Mgr., ANM, Supvr. SUPERVISES: None

EFFECTIVE DATE: April 1, 1995 JCC: 134

REVIEW DATE: 11/95; 3/98; 12/99; 1/02EQ;EEVISED DATE: 11/95; 7/97; 3/98

PREPARED BY:

RECOMMENDED BY:

APPROVED BY:

12/99; 1/02

Lillian Brooks TITLE: Dir, Nursing
Karen MacLachlan //f’::}ITLE: Assistant Administrator

Al Hendra/gy TITLE: Asst. Admin/Hum. Resources

POSITION SUMMARY :

Performs clerical, receptionist, communication, and direct and indirect
patient care activities.
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POSITION ACCOUNTABILITIES/COMPETENCIES**:

Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program,
safety, environment of care, management of information, and
infection control standards. (1,5)

Utilizes excellent customer service skills at all times. (1,5)

Complies with federal and state law and accrediting and
licensing agencies at all times, to include but not limited
to, JCAHO and federal compliance regulations. (1,5)

Performs patient care tasks including, but not limited to;
answering lights, delivering and collecting meal trays,
passing refreshments, linen changing, setting up, cleaning
after and assisting with procedures as directed, feeding and
comforting patients based upon the developmental level of the
patient under the direction of a designated registered nurse
and per policy. (1,3,5,8)

Communicates with and assists other members of the health care
team. (2,5)

Provides care to patients specific to unit population which
may include adolescent, adult, older adult and geriatric in a
manner that considers safety, comfort, privacy, and the

therapeutic environment. (1,3,5,8)






