Job Description

Title: Unit Clerk

                      

Department: Nursing
Responsible to: Director of Nursing 

Duty Hours: hours:10-6:30, some weekends
Purpose of Your Job Position

Provides clerical assistance and support to the nursing staff in the preparation and maintenance of patient’s medical records for the completion of documents related to patient care and unit activities, and for the timely filing and copying of pertinent forms. Coordinate communication between nursing calls. Greet visitors at the nursing station. Practices positive guest relations at all times through polite, respectful, and helpful communication.

Delegation of Authority

As a Unit Clerk, you are delegated the administrative authority, responsibility, and accountability necessary for carrying out your assigned duties.

Resident Rights

Maintain the confidentiality of all clinical information.

Review complaints and grievances made and make a written/oral report to the nurse supervisor/Charge Nurse.

Report all allegations of abuse and/or misappropriation of property to Nurse Supervisor/Clinical Director.

Customer Service

Answers telephones promptly in a polite and friendly voice, identifying self by name and position and proper salutation.

Answer caller’s questions, provides assistance or directs caller to most appropriate person when unable to meet their needs.

Greets all newcomers to the nursing station in a polite and calm manner, acknowledges newcomer’s presence and communicates desire to help.

Correctly acts upon all phone messages or verbal communication by noting, prioritizing and for awarding them.

Customer Service (continued)

Answers phone within 3 rings.

Provides assistance to visitors at desk or directs them to appropriate person.

Interacts with visitors at desk by; acknowledging their presence with verbal greeting and/or eye contact; responds to questions; provides answers and direction within scope of responsibility.

Unit Management Functions

Record medical and administrative information in accordance with established charting and documentation policies and procedures.

Recorded appropriate resident identification data on designated medical 

Transcribe physicians’ orders to the MAR, Treatment Book, etc., as required.

Forward new diet orders/or changes to the Director of Dietary.

Keep nursing/therapy service personnel informed of appointments.

Assist in arranging for and making appointments for diagnostic and therapeutic services.

Assist in arranging transportation.

Complete necessary medical and administrative records upon the resident’s admission, transfer, and/or discharge.

Forward completed charts of discharged residents to the Medical Records Department.

Report administrative problem areas to the director.
Prepare lab requisitions for following day.

Maintain adequate stock of nursing forms at stations.

Ensure current necessary paperwork is available in the patient clinical chart.

Report suspicious persons/information to supervisor immediately.

Order supplies as directed.

Other related duties and responsibilities that may become necessary or appropriate.

Admitting

Inform nursing service personnel of new admissions, their expected time of arrival, room assignment.

Ensure that rooms are ready to accept admission.

Prepare clinical records for new admission

Distribute appropriate papers to their necessaries.

Label outside and all appropriate pages inside of patient chart.

Complete dietary, Therapy order forms do not furnish until patient arrives.

Staff Development

Attend and participate in in-service educational classes and on-the-job training programs as directed.

Attend and participate in workshops, seminars, etc., as approved.

Follow all established safety procedures and precautions when operating office equipment.

Report equipment malfunctions or breakdowns to your supervisor as soon as possible.

Equipment and Supply Functions

Ensure administrative supplies have been replenished in work areas as necessary.

Assure that work/assignment areas are neat, clean, and office equipment is covered before leaving such areas on breaks, end of workday, etc.

Working conditions

Works in office areas as well as throughout the facility and its premises.

Sits, stands, lifts and moves intermittently during working hours.

Is subject to frequent interruptions.

Communicates with the nursing, and other department personnel.

Works beyond normal working hours, weekends and holidays, and on other shifts as necessary.

Attends and participates in continuing educational programs.

Is subject to hostile and emotionally upset family members, visitors, etc.

May be subject to exposure to infectious diseases, substances, contaminated articles, etc., including the potential exposure to the AIDS and Hepatitis B viruses.

Is subject to pressure from multiple/emergency calls.

Educational Requirements

Must posses a High School Diploma, 2 years medical experience, and medical terminology.

Experience

Experience preferred but not required.

Specific Requirements 

Must be able to read, write, speak, and understand the English language.

Must possess the ability to make independent decisions when circumstances warrant such action in a timely fashion.

Must possess the ability to deal tactfully with personnel, family members, visitors, government agencies/personnel and the general public.

Must be knowledgeable of administrative practices, procedures, and guidelines.

Must possess a cheerful personality and be able to work harmoniously with personnel.

Must possess the ability to seek out new methods and principles and be willing to incorporate them into existing practices.

Must be able to follow written and oral instructions.

Must possess the ability to minimize waste of supplies, misuse of equipment, etc.

Physical and Sensory Requirements

(With or Without the Aid of Mechanical devices)

Must be able to move intermittently throughout the workday.

Must be able to speak and write the English language in an understandable manner.

Must be able to cope with the mental and emotional stress of the position.

Must function independently, have flexibility, personal integrity, and the ability to work effectively with patients, personnel, and support agencies.

Must have a pleasant speaking voice

Acknowledgment

I have read this job description and fully understand the requirements set forth therein. I hereby accept the position of Ward Clerk/Unit Secretary and agree to abide by the requirements set forth and will perform all duties and to the AIDS and Hepatitis B viruses and that the facility will make available to me, free of charge, the Hepatitis B vaccination.

I further understand that my employment is at-will and thereby understand that my employment can be terminated at-will by the facility or myself and that such termination can be made with or without notice.

__________________


______________________________

Date




              Signature –Unit Secretary

__________________


______________________________

Date





Signature –Director of Staff Development

 dlr/job discrip unit secretary

