MARQUETTE GENERAL HEALTH SYSTEM

JOB DESCRIPTION

POSITION: Emergency Department Clerk DEPARTMENT: Emergency (6780)

SUPERVISED BY: Nurse Manager SUPERVISES: None

EFFECTIVE DATE: September, 1986 I 138

REVIEW DATE: S/1/95; L1/95; 12/96; REVISED DATE: 1/94; 5/94; 5/95
2/98; 1/99; 2/00; 9/01; 7/02 11/95; 2/98; 1/99; 2/00; 9/01; 7/02

11/06 11/06

PREPARED BY: Cheryl Moore(l)“\@bgﬁﬁb TITLE: Nurse Manager

RECOMMENDED BY: Al Hendra TEITLE: Assistant Administrator

APPROVED BY: Al Hendrawgﬁg TITLE: Asst. Admin./Hum. Res.

POSITION SUMMARY:

Performs clerical, receptionist, admitting and communication functions
under the direction of the Nurse Manager, Hospital Supervisor or designee.

poes POSITION ACCOUNTABILITIES/COMPETENCIES**:

Meets Not
Meet*

O O 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)

o 0O 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)

o 0O 4. Completes all admission criteria per unit policy. Including data
screen upon registration. (1,3,5)

O 0O 5. Monitors patient logistics to include admissions, discharges,
status of diagnostic tests, etc. (1,3)

O O 6. 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 non-ambulatory guest according to patient
needs, including age. (1,3,5)
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