
MAR QUE T T E G ENE R A L H E A L T H S Y S T EMS

JOB DESCRIPTION

POSITION: Clinic Office Clerk DEPARTMENT:Clinic Admin. (8060) 8840

SUPERVISED BY: Clinic/Practice Manager SUPERVISES: N_o__n_e _

EFFECTIVE DATE: 2/14/95 JCC: 841

REVIEW DATE: 7/95; 12/95; 3/98; 11/98
2/99; 1/03; 5/05; 12/07; 9/08

REVISED DATE: 7/95;12/95;3/98;11/98
2/99; 1/03; 5/05; 12/07; 9/08

PREPARED BY: Scott Tuma TITLE: Director of Operations, SCPG

RECOMMENDED BY: Thomas Moser TITLE: Sr. Vice President/Phy. Prac.

APPROVED BY: David S. Smith TITLE: Senior Director/Human Res.

POSITION SUMMARY:

Performs a variety of clerical functions in a medical office.

Does POSITION ACCOUNTABILITIES/COMPETENCIES* * :
Meet s Not

Meet*

o 0

o 0
o 0

o 0
o 0

1. 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)

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

3. 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)

4. Utilizes appropriate telephone skills. (1,3,5)

5. Communicates with and assists other members of the health care
team. (1,3,5)

o o 6. Responds immediately
clinic alarm systems.

to phones,
(1,3,5)

patient requests, pages and

o 0

o 0

D D

7. Schedules patient appointments according to office procedure and
assures availability of medical chart prior to appointment.
(1,3,5)

8. Maintains medical records and documents in a legible formal
procedure to assure an accurate record of patient treatment.
(1,3,5)

9. Maintains confidentiality of clinic and patient data. (5)
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