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QUALIFICATIONS:

1. 
Personal stability, flexibility, energy, and commitment to working with people suffering from severe mental illness.

2. 
Formal training in secretarial skills and use of office machines or experience in a medical office equivalent to the Associate Degree.  

3. 
Significant proficiency with the use of computers; demonstrated willingness and capacity to learn Lower Shore Clinic applications and systems.


4. 
Superior command of English, including forms for reports, letters, other documents.

5. 
Highly developed organizational detail oriented skills; ability to interact well with others.

6. 
Current CPR and First Aid.

7. 
Meet credentialing and privileging requirements as set out in Policy and Procedures.

DUTIES:

1. 
Cover the front desk, welcome patients and inform therapists of their arrival.

2. 
Schedule appointments and keep computer scheduling calendar updated/

3. 
Type and/or file correspondence, reports, and other documents requested by supervisor.

4. 
Suggest and formulate new procedures and forms as needed.

5. 
Send out disability packets and requests for information as needed.

6. 
If required, update member demographic information in the system database.

7. 
Filing as required.

8. 
Other duties assigned by supervisor.

AUTHORITY:

Position reports to the Clinic Administrator, receives schedules, assignments, and evaluations from same.

CLASSIFICATION, SALARY, AND BENEFITS TC \l2 "
Full-time or part-time, see published salary scale and benefits package.




I have received a copy of this job description and understand my job duties as outlined above:

________________________________

____________________

Signature






Date
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