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

POSITION: SPD Clerk

JOB DESCRIPTION

DEPARTMENT: Bulk Stores (6760)

SUPERVISED BY: Dir, Dietetics/Purchasing SUPERVISES: N__o_n_e _

EFFECTIVE DATE: February 1, 1994 JCC: 455

REVIEW DATE: 7/95; 11/95; 3/98; 1/99
11/01/lo3ffl .

PREPARED BY: Carol Holma~ _

RECOMMENDEDBY, Jim Richards cfJi-
APPROVED BY: Al Hendra%/

POSITION SUMMARY:

REVISED DATE: 7/95; 11/95; 3/98; 1/99
2/00; 11/01

TITLE: Dir, Dietetics/Purchasing

TITLE: Assistant Administrator

TITLE: Asst. Admin./Hum. Res.

Performs inventories of nursing units and patient charge ables, processes and
delivers ancillary department orders. Processes special order supplies.

Does POSITION ACCOUNTABILITIES/COMPETENCIES * * :
Meets Not

Meet*

o 0

o 0
o 0

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. Performs inventory, replaces supplies on the nursing departments on
floor stock items. (1,3)

5. Performs inventory, replaces patient chargeable items on Care Carts
in the hospital. (1,3)

6. Enters all charges and specials and issues accurately into the
system as well as finding lost charges and entering them into the
system. (1,3)

7. Processes and delivers orders as received from ancillary
departments and assists the Receiving Clerks with deliveries as
needed. (1)

8. Updates standard requisition as needed. (1)




