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Benewah Medical Center

Job Description/Performance Evaluation


I. POSITION:  Administrative Assistant – Float Position
II. QUALIFICATIONS: High School diploma or G.E.D. required.  One year experience in an administrative position required; health care experience preferred. Experience with some type of an electronic system required with prior NextGen experience preferred. Experience with a multi-line phone system required.  One year experience providing external customer service, including patients, vendors, etc. is required with demonstrated ability to perform tasks efficiently utilizing Microsoft Word and Microsoft Excel. Must be able to strictly adhere to  BMC confidentiality requirements as well as the Federal Privacy Act.  

III. PERSONAL CHARACTERISTICS:
1. Solid oral and written communication skills.

2. Ability to be a team player in a multi-disciplinary setting.

3. Ability to work in and support a culturally diverse organization.

4. Well organized, attentive to time management and able to establish a separation of work and personal boundaries.

5.  Sensitive to patients/clients and ability to maintain strict confidentiality.

6. Must be dependable.

7. Pleasant personality, neat appearance.

IV. SUPERVISION:
The Administrative Assistant - Float is directly supervised by the Community Health Manager.
V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices.

B. Vision:  adequate to read 12-point type with or without use of corrective lenses.

C. Must be able to verbally interact with staff, clients and public.

D. Manual dexterity of hands/fingers for writing, computer input.

E. Able to lift up to 40 lbs.

F. Sitting 25 to 75 % of the day.

G. Stand/Walking 25% of the day.

H. Pushing, up to 30 lbs.

I. Pulling, up to 20 lbs.

VI. MAJOR RESPONSIBILITIES:

	DUTY
	STANDARD
	RATING

	Provides Administrative support within BMC/WC as scheduled
	1. Demonstrates completion of appropriate training in administrative functions within the following departments:

a. Community Health

b. Health Information Management

c. Patient Financial Services

d. Finance

e. Administration

f. Counseling Services

g. Quality Improvement

h. Pharmacy

i. Membership Services

2. Maintains current skills that are applicable to BMC/WC administrative positions, including: 

a. use of multi-line phone system; 
b. electronic practice management and electronic health record; 
c. email and web services; 
d. word processing (Microsoft Word);

e.  spreadsheet (Microsoft Excel);


	

	Productivity
	1. Maintains engaged in productivity activity throughout each work day

2. Coordinates completion of assigned tasks and communicates to co-workers and supervisor the status of assignments and tasks

3. Utilizes scheduled break and meal times, coordinated within the assigned department, to complete non-work related obligations – including personal phone calls, etc. when possible.
4. Uses phone for patient services.  Limits personal phone calls.
	

	Interpersonal Skills  (Communication)
	1. Utilizes verbal communication to represent BMC/WC in a professional manner demonstrating BMC/WC’s values
2. Utilizes non-verbal communication in a professional manner demonstrating BMC/WC’s values

3. Establishes and maintains professional relationships with internal and external customers

4. Completes written communication in a timely, professional manner, ensuring correct and appropriate grammar and spelling 

5. Utilize all forms of communication with a patient centered focus ensuring that communication enhances the patient/patron visit.
	

	Meetings
	1. Participates in meetings (organizational, departmental, etc) as scheduled and requested

2. Records and distributes meeting minutes as assigned
	

	Other
	1. Performs other duties that may be in the best interest of the organization.

2. Available to work a flexible work schedule, (including both days and hours) as scheduled  
	


EVALUATOR’S COMMENTS:
	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:


Effective 11/2010
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