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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
ADMINISTRATIVE ASSISTANT

ESSENTIAL TASKS

□Office Machines & Data Entry
· Efficiently use the computer and software appropriate for this position.
· Efficiently operate all office machines appropriate for this position.
· Use equipment in an ergonomically correct manner.
· Fully understand and utilize the appropriate computer systems to input data and maintain computer files as needed.
□Records Management

· Assist in the smooth flow of paperwork and information within the office.
· Create and alphabetize file folders.
· File documents accurately.
· Collect and distribute appropriate records as needed.
· Pull inactive files for storage.  When appropriate, dispose of documents by shredding or other appropriate means.
· As needed, organize and scan documents, make certain hard documents are stored correctly, and pull up scanned images.
□Correspondence

· Type and print correspondence as necessary
· Handle incoming and outgoing mail and faxes efficiently, routing to the proper channels
· Copy, collate, and assemble literature as required
□Scheduling

· Maintain staff calendars/scheduling – keep records of appointments and meetings and notify appropriate staff of changes.

· Tracking – maintain the tracking system showing those who are in and those who are out of the office.
· Keep track of reservations for meeting rooms.
□Phone Skills

· Answer phones by the third ring, using all features of the phone effectively and using “hold” only for short times and with good follow up.
· Speak clearly and provide excellent customer service over the phone, through tone and style, assisting customers directly when appropriate and at other times routing incoming calls to the appropriate member.
· Write down messages accurately or politely direct callers to voice mail, when appropriate.
□Receptionist Skills

· Greet visitors immediately upon arrival with excellent customer service through tone and body language.
· Assist visitors as needed, including directing them to the appropriate team member.  This includes an understanding of whom to direct customer needs. 
□Customer Service

· Ensure compassionate and positive interactions with customers.
· Offer clear, pleasant and professional communication to customers.
· Provide skilled responses to grieving, upset or difficult customers.
· Maintain proper confidentiality at all times when responding to customers.
· Exhibit excellent verbal and written communication skills.
□Office Supplies

· Report any low levels of inventory or office supplies to the appropriate person.
· As needed, assist in ordering and stocking office supplies.  Track office supply usage as needed or directed.
□Executive Administrative Assistant

· Update computer and desk files for direct report.
· Compile reports and correspondence as needed.
· Screen calls, mail and email for direct report.
· Manage travel arrangements for direct report.
· Monitor and maintain calendars direct report.
· Manage voice mail.
□Assistant to Human Resources

· Maintain or work with the finance office to maintain all of the paperwork and processes related to each staff member’s employment, benefits and education in secure files.

· Assist the Director of Human Resources, as needed, in each of the following appropriate areas: Payroll and benefits;  recruiting and hiring processes; setting and tracking employee training; scheduling and tracking of employee evaluations; employee counsel; compliance; safety and emergency preparedness

□Marketing Support

· Manage mailings for marketing campaigns and special events.

· Maintain mailing lists on software and print labels as needed.

· Coordinate marketing appointments.

· Prepare flyers or arrange for the preparation of flyers as needed.

· Maintain supply of marketing give-aways.

· Coordinate marketing appointments.

□Infection Control

· If dealing directly with customers, execute proper hand-washing technique between patients.
· Wear gloves when exchanging disposables or picking up dirty equipment.
· Identify and properly handle and dispose of hazardous materials and waste such as needles, disposables, which have had contact with bodily fluids.
□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
KEY SKILLS AND ATTRIBUTES

□Professional Approach

· Display on time attendance and dependability.
· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all time, including personal appearance and appearance of the workplace.
□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA and compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights.
□Poise 

· Display good common sense when faced with new or unfamiliar situations.
· Maintain a cool head when crisis situations occur.
· Deal effectively with stress.
□Relating To Others In The Workplace

· Positively resolve conflict situations.
· Provide input to management to improve workplace function.

· Take initiative to improve processes and communication in the workplace.
□Planning and Organization

· Show attention to detail and maintain accuracy in all that you do.
· Be able to work on multiple tasks at a time.  Plan and prioritize activities to achieve results and meet deadlines.
· Create a workable routine, with or without direct supervision.
□Creativity

· Not being limited to what’s been tried before, evaluate and implement new ideas to improve efficiency and responsiveness.

· Come up with creative alternatives and solutions to pressing problems.

· Think strategically, understanding how one action impacts another .
□Knowledge

· Excellent knowledge of the equipment we sell, its care and maintenance, and the types of customers to whom we sell and their needs

· Understanding of the reimbursement process
· Knowledge of rules and regulations of OSHA, DOT, Medicare, accrediting bodies and other agencies as they impact the care and distribution of HME 

· Excellent knowledge in your area of specialty
· Identify own learning needs and seek opportunities for self growth and career advancement 
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