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

POSITION: Unit Clerk

JOB DESCRIPTION

DEPARTMENT: Nursing (6000)

SUPERVISED BY: Nurse Mgr/Hospital Spvsr SUPERVISES: N_o_n_e _

EFFECTIVE DATE: September 1990 JCC: 137

REVIEW DATE:8/94i

PREPARED BY:

RECOMMENDED BY: Karen MacLachlan

APPROVED BY: Al Hendra~ _/
POSITION SUMMARY:

REVISED DATE: 8/94i 7/95i 11/95
1/97i 5/99i 10/01

Dir, Nursing

Assistant Administrator

TITLE: Asst. Admin./Human Res.

Performs clerical, receptionist, admitting and communication functions in a
confidential manner under the direction of the Nurse Manager, Hospital
Supervisor or designee.
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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)

Completes all admission procedures per unit routine. (1,3,5)

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

Enhances patient and public relations by providing relevant
information and/or assistance to patients/families regarding
hospital procedures, regulations, location of services, and
arranges transport for patients and any non-ambulatory guest.
(1,3,5)

Transcribes orders per physician priority and established

procedures utilizing computer skills to include notification
of orders to necessary resources. (1,3,4,5)




