Job Description



CATHOLIC COMMUNITY SERVICE
                           
                                                     419 Sixth Street, Juneau, AK 99801






     

     907.463.6100 -- www.ccsjuneau.org

 




 

HHCJ Office Manager



             

Name



 


Job Title 
 

 


   

HHCJ Program Director



Supervisor





Supervisor’s Title








Background Check/Fingerprinting;







Proof of Current Auto Insurance;


Juneau Administrative Office



CPR/First Aid




Location





Requirements
FLSA Status:
___ Exempt

_X_ Non-Exempt
 ESSENTIAL JOB FUNCTIONS:

1.
Coordinates all office activities.

2.
Relieves the Program Director, Clinical Care Coordinator, Social Workers, and Registered Nurses of routine matters.

3
Maintains general office condition in an orderly manner.

4.
Oversees donations and memorials program.

5.
Maintains personnel files.

6.
Oversees maintenance of active and discharged patient charts.

7.
Receives and routes daily incoming mail and faxes.

8.
Oversees management and inventory of donated equipment and supplies.

9.
Performs receptionist functions.

10.
Maintains a thorough knowledge of agency policies and procedures as they pertain to the position.

11.
Participates in activities which promote HHCJ.

12.
Participates in activities which promote professional growth and self-development.

13.
Performs other work related duties as assigned by the Program Director, Clinical Care, Coordinator, Social Worker, or Registered Nurses.

14
Enters client data into the computer accurately and in a timely manner.

15.
Assists Clinical Care Coordinator with proper maintenance of clinical records as prescribed and keeps them in compliance with local state and federal laws.

16.
Promotes home health referrals in the health care community.

17.
Accepts referrals to the organization.

18.
Maintains scheduling information in computer.

19.
Coordinate promotional visits in the health care community.

JOB DUTIES:

1. Coordinates all office activities.
A. Maintains a calendar of all events, meetings, leave requests, and trainings for the staff.

B. Prepares and distributes correspondence to all employees from other departments.

2.
Relieves the Program Coordinator, the Clinical Care Coordinator, Social Workers, and Registered Nurses of routine matters.
      

A. Prepares and sends fax correspondence for all departments.

B. Maintains and compiles patient files.

C. Coordinates appointments with patients, notifies nurses or social workers if patient does not want to be seen, notifies patient if nurse or social worker is running late.

D. Sets up meetings for Professional Advisory Committee, Ethical Committee, Managers Staff, and Clinical Meetings as requested.

E. Compiles patient admit packs, grief packets, and transition packets.

F. Distributes employee telephone list after routine updates made by IT staff.

G. Updates disaster/emergency preparedness plan.

H. Prepares inter-office memos as requested.

3.
Maintains general office condition in an orderly manner.
A. Monitors office supplies and orders as needed.

B. Monitors supplies for admit packets, grief packets, forms, booklets, and brochures

C. Cleans and organizes stock room as needed.

D. Orders office supplies for copier, fax, and printers (ie. toner, paper, printer ink). 

4.
Oversees donations and memorials program.

A.       Processes and records all donations.

B. Maintains an updated spreadsheet of all donations.

C. Prepares and sends thank you letters for all donations.

D. Notifies families that donations and memorials were received.

E. Prepares mailing list and labels.

F. Prepares list of donors for newsletter.

5.
Maintains personnel files.

A. Prepares a file for each employee.

B. Makes copies of all required licenses and documents. 

C. Maintains an updated spreadsheet on all employee requirements.

D. Sends memos to employees to remind them of requirements coming due.

6.
Oversees maintenance of active and discharged patient charts.

A. Compiles new patient charts.

B. Checks for Start of Care Assessment, Plan of Care (485), Insurance information, Signed Release of Information, Medication list and Patient history.

C. Makes request to Clinical Care Coordinator for any missing information.

D. Prepares documents to be sent to physicians for signature.

E. Maintains updated spreadsheet for all 485’s and telephone orders to verify distribution and return date to comply with state and federal regulations.

F. Delivers documents to Hospital or Doctors’ offices to obtain signatures.

G. Picks up signed documents and records.

H. Makes requests to Doctors for documents not signed and turned in by due date or at time of discharge.

7.
Receives and routes daily incoming mail and faxes.

A. Opens mail and distributes to personnel.

B. Stamps all mail with date stamp.

C. Photo copy all checks and record donations.

D. Distribute faxes to personnel.

8.
Oversees management and inventory of donated equipment and supplies.


A       Receives and documents donated equipment.

B. Loans equipment out to public.

C. Keeps equipment clean and in safe working condition.

9.
Performs receptionist functions.

A. Greets visitors.

B. Answers telephones promptly and efficiently in a professional manner.

C. Screens all calls and directs calls to appropriate staff member.

D. Handles crisis calls calmly, professionally, and efficiently.

E. Assures clients they have called the right place to get the help they need.
10.
Maintains a thorough knowledge of agency policies and procedures as they pertain to the position.

11. Participates in activities which promote HHCJ.
12.
Promotes and markets Hospice and Home Care by attending nonprofit activities.

A. Participates in public relation and community activities that promote the organization’s role as an effective member of the health care delivery system.

B. Organizes fundraisers for Hospice and Home Care.

13.
Participates in activities which promote professional growth and self-development.

A. Maintains and upgrades knowledge and practice skills through continuing education    and in-service classes.

B. Demonstrates knowledge of and compliance with HHCJ policies and procedures.

14.
Performs other work related to duties as assigned by the program director, clinical care coordinator, social workers, or registered nurses.

A. Notary Public as needed.

15.
Enters client data into the computer accurately and in a timely manner.

A. Enter patients’ demographic information in the Wizard software program.

B. Enter Start of care, Resumption of care, Recertification, and Discharge OASIS information for each patient in the Wizard software program.

C. Enter visits in scheduling.

D. Prepare 485s.

16.
Assists Clinical Care Coordinator with proper maintenance of clinical records as prescribed and keeps them in compliance with local state and federal laws.

A. Assists with chart audits during care and upon discharge.

B. Makes sure we have a physician’s order for all patients care.

17.
Promotes home health referrals in the health care community. Accepts referrals to the organization.
A.  Demonstrates understanding of the organization’s mission and values                
through behaviors which support this.

B. Takes calls and answers questions from the community about services, eligibility, and community resources etc. 

18.
Maintains scheduling information in computer.

A. Enters visit schedule from start of care. 

B. Enters any changes in visit schedule making sure we have a telephone order for the change.

C. Enters visit time in the computer from the visit note turned in by the nurse.

D. Ensures that all visits scheduled are made or canceled per nurse assigned to patient.

E. Ensures visit notes are submitted in conjunction with time sheets.

F. Notifies Accounting Technician when all information has been entered for billing.

19.
Coordinates promotional visits in the health care community as requested.

A. Schedules visits for staff to make presentations in the health care community.

B. Makes sure staff has supplies to take with them.

C. Orders lunch, snacks, breakfast, or special gifts for staff to take with them on visits

KNOWLEDGE, SKILLS, AND ABILITIES: 

Individual has primary responsibility and accountability for maintaining accurate clerical functions and performing telephone related tasks. Possesses and maintains good physical stamina and mental health. Is self-directed with the ability to work with little supervision; Has good oral and written communication skills; Reliable and dependable; Has good organizational and leadership skills; Effective as a team player. Complies with agency policies and procedures.

QUALIFICATIONS:

A minimum of two years work experience or graduation from a one or two year business college. Has previous experience with word processing and spreadsheets preferably in home health or similar operations. Can type at least 50 words per minute. Has ability to use personal computer, copier, typewriter, calculator and facsimile machine. Has ability to coordinate office activities. Valid Alaska Driver’s License and automobile insurance.

I have read, understand and am able to perform the essential functions of this position with or without reasonable accommodation.

Employee Signature



Date

PHYSICAL REQUIREMENTS AND POTENTIAL HAZARDS

HHCJ Office Manager

The following identifies the physical demands and potential hazards typically encountered by this position.  The information is necessary in part to ensure compliance with the Americans with Disabilities Act and the OSHA Blood borne Pathogens Standards.   These can reasonably be anticipated in the normal and customary performance of the essential functions of your work.

 NA:
Not applicable, not required of this position.

NE:
Requirement is present, but is not essential to the position.

O:
Occasional, up to 33 percent of the time and essential to the position.  (For example, a lifeguard swims only occasionally, but it is essential that a lifeguard be able to swim.)

F:
Frequent, 34-66 percent of the time.

C:
Continuous, over 66 percent of the time.

	
	NA
	NE
	   O
	   F 
	   C

	Sitting
	
	
	
	X
	

	Walking
	
	
	X
	
	

	Standing
	
	
	X
	
	

	Running
	X
	
	
	
	

	Bending or twisting
	
	
	X
	
	

	Squatting or kneeling
	
	
	X
	
	

	Reaching above shoulder level
	
	
	X
	
	

	Climbing (e.g. ladders)
	
	
	X
	
	

	Driving cars, light duty trucks
	
	
	
	X
	

	Driving heavy duty vehicles
	X
	
	
	
	

	Using foot controls
	X
	
	
	
	

	Repetitive motion of hands/fingers
	
	
	
	X
	

	Grasping with hand, gripping
	
	X
	
	
	

	Lifting/carrying 10-25 pounds
	
	
	X
	
	

	Lifting/carrying 26-50 pounds
	
	
	X
	
	

	Lifting/carrying more than 50 pounds
	
	X
	
	
	

	Pushing/Pulling
	
	
	X
	
	

	
	NA
	NE
	   O
	   F 
	   C

	Work in/exposure to inclement weather
	 X
	
	 
	 
	

	Work in/exposure to cold water
	X
	
	
	
	

	Exposure to dust, chemicals or fumes
	X
	
	
	
	

	Work/live in remote field sites
	X
	
	
	
	

	Use of hazardous equipment (e.g. guns, chainsaws, explosives)
	X
	
	
	
	

	Swimming, scuba diving
	X
	
	
	
	

	Work at heights (e.g. towers, poles)
	X
	
	
	
	

	Exposure to infection, germs or contagious diseases
	X
	
	
	
	

	Exposure to blood, body fluid, or potentially contaminated materials
	X
	
	
	
	

	Exposure to needles or sharp implements
	X
	
	
	
	

	Use of hot equipment (e.g., ovens)
	X
	
	
	
	

	Exposure to electrical current
	X
	
	
	
	

	Seeing objects at a distance
	X
	
	
	
	

	Seeing objects peripherally
	X
	
	
	
	

	Seeing close work (e.g., typed print) 
	
	
	
	X
	

	Distinguishing colors
	
	X
	
	
	

	Hearing conversations or sounds
	
	
	X
	
	

	Hearing via radio or telephone
	
	
	
	X
	

	Communicating through speech
	
	
	
	X
	

	Communicating by writing/reading
	
	
	
	X
	

	Distinguishing odors by smell
	X
	
	
	
	

	Distinguishing tastes
	X
	
	
	
	

	Exposure to wild/dangerous animals
	X
	
	
	
	

	Exposure to insect bites or stings
	X
	
	
	
	

	Work/travel in boat/small aircraft
	X
	
	
	
	

	Exposure to aggressive/angry people
	X
	
	
	
	

	Restraining/grappling with people
	X
	
	
	
	

	Other:
	
	
	
	
	

	Other:
	
	
	
	
	


Items checked above must be consistent with tasks listed. 

Are there any other physical or mental requirements of this position that have not been addressed above?       

Ongoing mental & physical stress due to understaffing, short deadlines and highly visible programs subject to multiple, simultaneous demands.                                                                

I have read and understand the potential hazards and am able to perform the physical requirements as stated above with or without reasonable accommodation.

Employee Signature





Date
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