UNIT CLERK
DEFINITION

Under general supervision, provides varied and responsible clerical support such as scheduling, keying and performance of clerical duties for nursing units; basic assistance to Registered Nurses and nursing managers and related work as needed.

EXAMPLES OF DUTIES

Answers phones and relays messages; provides basic information about departments and facility; assembles and fills in routine information on nursing forms; orders office supplies and nursing forms in accordance with established procedures; makes residents’ appointments and fills out resident laboratory and x-ray request forms; handles specimens as necessary; processes payroll forms; maintains employee work schedules including vacation, daily adjustment, assignment sheets, etc., at the direction of nursing supervisors and in accordance with clearly defined policies and procedures; reproduces multiple copies of work; gathers information on a variety of subjects and compiles routine financial statistical, and activity reports; answers routine requests for information while maintaining the “right to confidentiality” of residents; may train and assign work to other employees as assigned; must operate computer for data
 entry, with working knowledge of Microsoft Outlook, Word and Excel; some positions will be required to perform medical transcription in a back-up capacity.
EMPLOYMENT STANDARDS

Education and Experience:  Must have any combination of training and experience equivalent to one year of scheduling and clerical or keying experience in a health care or equivalent complex setting.  Training or experience with medical terminology and Medicare billing is preferred (i.e., unit clerk or nursing attendant experience or a course in medical terminology, Medicare billing, etc.)  Also, training and experience with word processing and spread sheet preferred.  For some positions, ability to perform medical transcription is required.

Knowledge, Skills and Abilities:  Knowledge or proper spelling, grammar and punctuation; knowledge of medical terminology; knowledge of clerical principles, practices and techniques; knowledge of methods used for recording and disseminating information; knowledge of the principles of resident confidentiality and ability to maintain institutional policies related to confidentiality, public relations, and legal responsibilities; skills in assigning staff to a 24 hours per day, seven days per week schedule; ability to interpret and apply established policies, procedures, and regulations; ability to operate standard office machines including Microsoft Outlook, Word and Excel; ability to locate, assemble and compile routine information and perform basic arithmetic calculations; ability to work with a high degree of accuracy under conditions involving a high frequency of interruptions; ability to promote effective communication, both orally and in writing with a wide variety of people and to be sensitive to the needs of facility and staff; ability to adhere to safety rules; and ability to work hours as scheduled based on the workload needs of the department. Excellent proven attendance record is required.
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