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POSITION SUMMARY

Under the direct supervision of the Lincoln County Health Department Administrator, the Office Clerk is a non-exempt position under FLSA. The office clerk is responsible for maintaining records, data entry, filing, patient billing and general reception duties. This employee should possess excellent organizational, communication, and public relation skills. This position has access to protected health information, which must be kept confidential.

ESSENTIAL FUNCTIONS

· Answers incoming telephone inquires and directs caller in a professional manner;
· Schedules client’s appointments;

· Assists clients with check-in and updates patient records;

· Ensures all patients receive a copy of Privacy Practice;

· Enter patient information into KIPHS patient file program; VAXCare and KS WebIZ
· Receipts money for client services;

· Enters patient data in billings records and submits to insurance carriers
· Maintains patients billing records and issues monthly statements to clients;

· Serves as WIC receptionist and Certified Breastfeeding Educator for WIC
· Promotes and supports breastfeeding families at every visit, offers phone support and issues breast pumps;

· Performs general office duties including typing, filing and computer data entry;

· Responsible for disinfecting front lobby and items patients use after each visit. 

· Provides social services referrals to clients. (food, Medicaid, housing, etc.)

MARGINAL FUNCTIONS

· Attends and participates in training and educational sessions for department employees;

· Maintains record of work performance;

· Assists with Public Health Emergency Preparedness as assigned; is the Safety Officer
· Performs home visits to clients when regular staff is unavailable; 

· Vacuum, dust and other housekeeping at health department building;

· Performs other duties as deemed necessary or assigned.
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EXPERIENCE:  Similar or related experience is preferred. Employee is expected to have acquired the necessary information and skills to perform the job in a reasonable manner within 6 months of employment.

EDUCATION:  A high school diploma or GED and valid Drivers License are required. This employee should be or willing to become CPR certified. Certified Nurse Aide license is preferred but not mandatory. 
TECHNICAL SKILLS:  Knowledge of computers and computer software, printers, calculators, typewriters and paper shredders is necessary for this position. Employee must have basic mathematical and bookkeeping skills and be able follow instructions. This employee must possess a strong command of the English language and ability to communicate effectively. This employee must have excellent organizational and public relation skills. This employee will have access to protected health information and must have the ability to maintain confidentiality

PROBLEM SOLVING:  Independent problem solving is a major factor in this position. This employee encounters problems with loud or difficult clients.

DECISION MAKING:  Independent decision making is a major factor in this position. This employee makes decisions regarding clients concerns, and prioritizing daily work assignments.

SUPERVISION:  This employee works under the supervision of the Health Department Administrator. This employee does not exercise supervision over subordinate personnel. 

FINANCIAL ACCOUNTABILITY:
  This employee is responsible for county equipment and resources. This employee is responsible for receipting of money, but does not participate in the annual departmental budget process.

PERSONAL RELATIONS:
Daily contact with the general public, subordinate personnel, co-workers and supervisory personnel is expected. Professionalism is expected in all encounters.
WORKING CONDITIONS:  Although this is position primarily involves working in an office setting with a computer and other office equipment, some adverse working conditions may exist. Exposure to client of all ages, possible exposure blood borne pathogens, and communicable disease is expected.

PHYSICAL REQUIREMENTS:  Manual labor including lifting and carrying light to moderately heavy objects, excessive walking, and bending is required in this position.

ATTENDANCE:  Employees must be at their job performing essential duties on a regular and continuing basis with no excessive absences.
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