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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-CTR FORENSIC PSYCHIATRY

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Center for Forensic Psychiatry

	4. Civil Service Position Code Description
	10. Division

	General Office Assistant-E
	Clinical Administration

	5. Working Title (What the agency calls the position)
	11. Section

	Unit Clerk
	Nursing Department

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	Sara Hammig, Quality and Compliance Director
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	Todd Moore M.D. Chief of Clinical Affairs
	8303 PLATT RD; SALINE, MI 48176-9773 / 8:00 am – 4:30 pm Monday - Friday




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position provides unit clerical support services to an 8-unit, 240 bed inpatient secure mental health hospital accredited by Joint Commission and regulated by CMS.  These functions require working on inpatient units with mentally ill patients.  Some of the duties performed include maintenance of inpatient treatment records, forms, filing, purging; auditing medical records, copying, scanning, obtaining record releases, processing physician orders and taking unit treatment team minutes, phone contacts with clinical staff and off-site medical service providers.  Working with Nursing and Medical staff, the clerk will deliver physician orders to med clinic if needed, maintain the unit(s) logbook(s) and other team communication tools, pick up and or putting away medical supplies, assist patients with medical consent forms and questionnaires.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	70

	Assigned to provide clerical support services to unit(s) treatment team members and for medical record management and maintaining confidentiality of patient information.

	Individual tasks related to the duty:
	
	

	· Scanning and importing documents to inpatient charts in a timely fashion.
· Faxing documents to receiving facilities for patient discharges.
· Supply inventory and order forms maintained on units.
· Retrieve and audit medical records.
· Assist patients in completing paperwork.
· Organize and keep Team Room(s) orderly, stocked with necessary forms.
· Answering phone and directing calls as needed; Phone contacts with clinical staff and court personnel.
· Take minutes of the Treatment Team meetings.
· Typing documents used by Treatment Team members.
· Aware of National Patient Safety Goals and applied information to tasks, i.e. aware of Do Not Use Abbreviations, telephone order timelines, patient identity issues, and infection control practices.
· Maintains procedure manuals including Nursing Procedure Manual and Medical Equipment Procedure Manual.
· Enters unit data into CFP Information Systems.
· Respects and protects patient confidentiality and rights by using personal discretion in fulfilling MDHHS and agency policies.
· Using Microsoft office suite and AVATAR programs, able to scan, import, prepare, format, cut, copy, paste necessary patient documents.
· Filing.
· Printing and Copying documents.
· Assist patients in money draw activity.
· Other duties as assigned.
· Provide additional unit coverage as needed.

	Duty 2

	General Summary:
	Percentage:
	20

	Maintain order and organize the Team Room of assigned unit(s).

	Individual tasks related to the duty:
	
	

	· Clean keyboards and phone regularly.
· Ensures spectra link is charged and working – if not working notifies maintenance.
· Ordering /stocking away office supplies, delivering medical supplies (from Nursing Administration) to the unit RN.
· Maintain order including, filling forms rack in the office and Nursing office with necessary forms, keep communication board current and legible.
· Assemble new admission paperwork and emergency room packets.
· Receives, sorts, logs in, codes, batches, routes, and/or distributes mail and patient correspondence.
· Report Housekeeping and Maintenance work orders as needed.
· Working with Information Technology staff, cleans unneeded files from computers.
· Other duties as assigned

	Duty 3

	General Summary:
	Percentage:
	10

	Committee and workgroup participation.

	Individual tasks related to the duty:
	
	

	· Appointment to various hospital committees and workgroups.
· Participation in hospital wide audits, data entry projects.
· Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Inventory ordering, re-supplying of forms.  Prioritizing tasks to get the job required done.  Uses judgment in making decisions where alternatives are determined by established policies and procedures.  These decisions directly affect the operational efficiency of the agency and the conformation with applicable licensing and accreditation standards.  The Unit Clerk’s duties are varied and affect all the different disciplines at the CFP as well as patients.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		The Director of Nursing reviews all supply and procurement orders prior to purchase.  Interpretation of the content of reference manuals including administrative manual, Mental Health Code, JC and CMS standards.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		40% of work requires walking/standing.  Must be able to lift 25 lbs.  Repetitive movement of fingers and wrists occur with typing and locking and unlocking doors in the secure environment.  A large percentage of the day may involve using a computer and glare may affect eyesight.  Considerable walking to Medical Records, Mail Room, Nursing Department offices more than twice per day would be expected.  Stair climbing will be expected but will be minimal to get supplies from Nursing Storage or records from Medical Records.  May be subject to verbal abuse by mentally ill patients.  May be subject to bloodborne pathogens/hazardous wastes.  May be subject to physical aggression by violent unpredictable mentally ill patients.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Management prepared.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		· Keep treatment team rooms in order including, keeping forms rack stocked, communication board, keyboards and phones.
· Filing/scanning patient medical record information; purging medical records as needed.
· Retrieving and delivery of mail, supplies.
· Maintaining necessary forms and procedure manuals.
· Ordering supplies.
· Answering unit phones and maintaining unit logbooks and communication boards.
· Assisting patients and staff in completion of medical record forms, radiology forms.
· Operation of office equipment.
· Must be able to work 40 hours per week.
· Must have the ability to walk significant distance. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		No changes to duties and responsibilities. Reclassifying from to a General Office Assistant as the Word Processing Assistant classification is no longer being utilized. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The function of this position is to provide clerical support to patient care units.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education typically acquired through completion of high school.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
General Office Assistant 5
No specific type or amount of experience is required.

General Office Assistant 6
One year of administrative support experience. 

General Office Assistant E7
Two years of administrative support experience, including one year equivalent to the intermediate level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service Job Specification. In addition:
· Knowledge of the operation of standard office equipment such as computers, scanners, telephones, copy and facsimile machines, etc.
·  Knowledge of general office practices, protocols, and procedures.
· Knowledge of correct grammar usage, spelling, and punctuation.
· Knowledge of format, organization, and composition of business letters, reports, and memoranda.
· Knowledge of business productivity software applications such as Word, Excel, Access, Power Point.
· Knowledge of general record keeping and filing systems.
· Knowledge of application of instructions and guidelines for the work area.
· Skill to type from clean copy at a rate of 50 net words per minute.
· Ability to understand and follow directions.
· Ability to multi-task.
· Ability to communicate effectively.
· Legible handwriting ability.
· Ability to alphabetize, numerically rank, file, sort, and batch documents.
· Ability to compose routine correspondence and compile reports.
· Ability to add, subtract, multiply, and divide mathematical figures.
· Ability to operate standard office equipment.
· Ability to work under stressful conditions.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None.




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		EMILY WILLIAMS



	
		1/19/2024



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



