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JOB DESCRIPTION

POSITION: ER Receptionist DEPARTMENT: Emergency Department
(6780) 4000

SUPERVISED BY: Clinical Director SUPERVISES: None

EFFECTIVE DATE: June 2005 JCC: 0727

REVIEW DATE: 3/09 REVISED DATE: 3/09

PREPARED BY:

RECOMMENDED BY:

APPROVED BY:

Cheryl Moore C' ~'"

Dagmar Raica ~ tl:.e-c­

David S. Smith~

TITLE: Clinical Director, ED

TITLE: Vice President/CNO

TITLE: Senior Director/Hum. Res.

POSITION SUMMARY:

Provide receptionist, clerical services and record keeping for the Emergency
Department.

Does POSITION ACCOUNTABILITIES/COMPETENCIES**:
Meets Not

Meet*

D D 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)

D D

D D

D D

D D

D D

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. Serves as a receptionist for Emergency Department assuring that
patient/visitor needs are met in a friendly, courteous, efficient
manner. (1,2,3,4,5)

5. Provides relevant information and/or assistance to
patients/families regarding hospital procedures, regulations,
location of services, and arranges transport for admission, OB
patients, and any other non-ambulatory guest according to patients
needs. (1,2,3,5)

6. Searches MPI (Master Patient Index) for patient information and
enters patient's name, birth date and social security number into
the EDIS Tracking System. (1,2,3,5)
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