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1.
Position Code



	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

Health and Human Services/Caro Center

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Bureau of Hospitals and Forensic Mental Health Services

	
4.
Civil Service Classification of Position

General Office Assistant-E
	
10.
Division



	
5.
Working Title of Position (What the agency titles the position)

General Office Assistant/Scheduler
	
11.
Section



	
6.
Name and Classification of Direct Supervisor

Paula Kruse, Director of Regulatory Compliance
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Rose Laskowski, State Division Administrator 17
	
13.
Work Location (City and Address)/Hours of Work

2000 Chambers Road, Caro, MI
Monday – Friday, 8:00 a.m. to 4:30 p.m.

	
14.
General Summary of Function/Purpose of Position

Maintains the medical records of patients assigned to the living unit according to hospital policies and procedures; provides clerical support services to the work unit.  May also provide clerical support to other units or departments, as assigned, including but not limited to Health Information Services Psychosocial Rehab (PSR) or Switchboard.

	For Civil Service Use Only



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



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
% of Time
70


Serves as General Office Assistant/Scheduler/Data Entry and Manipulation with Large Data Sets

	Individual tasks related to the duty.

· Manage multiply doctor’s schedules. 
· Proficiently utilize Outlook, Excel, licensed system, etc.
· Highly organized, punctual, and good communication skills

· Ability to learn quickly and also provide in-service training to other staff and patients

· Solve computer issues.
 

	Duty 2

General Summary of Duty 2
% of Time
15


Responsible for maintenance of the medical records for patients assigned to the living unit and Health Information Services Department as well as staff internal medical records. 

	Individual tasks related to the duty.
· Maintains patients’ medical records when admitted to or discharged from the hospital.
· Maintains staff internal medical records.
· Enters patient information in the electronic medical record to generate initial admission information.  Update’s information in the electronic medical record obtained throughout the patient’s hospitalization.

· File’s patient and staff-related paper documents, including but not limited to clinical assessments, progress notes, laboratory, radiology or other medical reports, treatment plans, and legal documents daily.

· Enters data to update computer databases as needed for monitoring and reporting purposes.

· Reviews medical records to ensure compliance with regulatory requirements for time-sensitive documentation, including, but not limited to completion of initial and annual assessments, verbal and telephone orders or other review, as assigned/required.
· Develops and maintains spreadsheets and tracking mechanisms as needed.

	


	Duty 3

General Summary of Duty 3
% of Time
5


Provide clerical support for the unit and professional clinical staff assigned to the unit or assigned work area.

	Individual tasks related to the duty.
· Enters patient information in the electronic medical record to generate initial admission information and discharge.
· Update’s information in the electronic medical record obtained throughout the patient’s hospitalization. 
· Type clinical reports, including but not limited to Assessments, Mental Status Exams, progress notes or other reports; letters and reports for patients who have been adjudicated Not Guilty by Reason of Insanity (NGRI) or Incompetent to Stand Trial (IST).

· Proofread and correct prepared documents for spelling, grammar, punctuation, and format, including but not limited to transcribed or handwritten assessments, letters or other documents received from professional staff or the; maintain computer files and save all corrected documents to the proper location in the computer.

· Prepare copies and letters to the patient, Community Mental Health Service Provider (CMHSP), guardian or others, as required and if applicable, for release of information, Team meetings, medication consents and changes in Team assignment or other purposes.

· Prepare medical appointment packets for emergent, urgent or scheduled off-grounds appointments.
· Notify appropriate CMHSP, guardians or other interested parties, as authorized, of scheduled patient (IPOS) Person Centered Plan of Service meetings (Staffing’s)

· Maintain office supplies and forms, ordering and replacing stock as needed; update files with new and/or revised forms, maintaining training in the use of various forms and processes in EMR.
· Operate and provide general maintenance to various types of office equipment, including but not limited to computer, mutli-function copier/printer, facsimile machine, addressograph card embosser.

· Process incoming and outgoing staff and patient mail.



	Duty 4

General Summary of Duty 4
% of Time
5


Serve as receptionist for assigned unit or assigned work area

	Individual tasks related to the duty.

· Answer multi-line phone (system) for the unit or assigned work area, including switchboard.

· Assist staff with questions or work-related issues, as requested.
· Greet and process visitors to unit.
· Answer questions, screen and process calls, take and convey messages are necessary.
· Schedule and arrange meetings and/or appointments, as requested.



	Duty 5

General Summary of Duty 5
% of Time
5


Provide relief clerical or Switchboard coverage, as assigned

	Individual tasks related to the duty.

· Provide relief coverage to other living units, Health Information Services, Pyscho Social Rehabilitation or Switchboard, or other areas as assigned

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty..


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Review incoming reports for proper format, spelling and grammar, making corrections within established parameters, referring to unusual or major errors to Supervisor of Health Information Services for follow up. Review outgoing correspondence and signed release of information authorizations for proper completion and documentation, referring those                      which do not meet stated criteria within hospital policy and Mental Health Code to Supervisor of Health Information Services and/or Director’s Office for follow up.  Receive, screen and route incoming phone calls; determine proper disposition according to urgency of matter or call.  Set work priorities using guidelines set forth in Health Information Services manual, seeking direction as needed to clarify.

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

Some decisions will have an affect on patient care.  Correspondence, requests for information or telephone calls that directly pertain to the privacy, health, safety and well-being of patients will require referral to a supervisor when parameters fall outside of stated department or hospital policy or the Mental Health Code.  Purchasing of equipment, materials, licenses for telemedicine changes in physicians’ additional schedules.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Physical effort includes sitting for extended periods of time while working on the computer, standing for extended periods of time while copying or filing material, transferring or transporting charts requiring bending, stooping, lifting and carrying.  Movement between work areas to assist or provide support to staff.  Lifting equipment (laptops/workstations on wheels)

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


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

New position 

	
23.
What are the essential duties of this position?

Essential duties include maintenance and upkeep of the patients’ medical records and related computer files; provides clerical support services to the living unit, including but not limited to typing reports or correspondence, copying records and preparing transmittal letters for release of information requests, filing reports or other documents into the chart, proofreading typed or handwritten materials; operating and general maintenance of computer and other office equipment; answering and processing phone calls; greeting and processing visitors; processing incoming and outgoing mail and timekeeping for payroll submission.  Backup to court coordinator and managing and scheduling the Telemedicine physician and patient schedules.

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



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

The work area is that of a residential living unit for mentally ill individuals who are receiving inpatient psychiatric treatment services.  This position provides clerical support services for the assigned unit, patients and professional clinical staff.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:

Educational level 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:

         Proficiency and ability to effectively communicate verbally and in writing using correct English grammar, spelling and punctuation, medical terminology, keyboarding and office computer programs including Word, Outlook, Excel, Access required; experience with ICD-10-CM coding nomenclature.  Knowledge of office practices, procedures, equipment and machines.  Knowledge of Michigan Mental Health Code, Health Insurance Portability and Accountability Act (HIPAA) related to privacy and security provisions, confidentiality of health information; Ability to prioritize and work independently in a fast-paced setting.  Highly organized.
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:



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

	
27.
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’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 7

