
Three Pillars

JOB DESCRIPTION

	Job Title

Support Services Coordinator
	Department

Resident Services

	Reports To

Residential Health Care Coordinator-Compass Point
	Review Date

6/26/2006
	 FORMCHECKBOX 
  Exempt

 FORMCHECKBOX 
  Non Exempt

	I have reviewed and agree to the contents of this job description

(Signature & Date)


I. Position Summary:

Assist with the daily operations of Compass Point and the Getz Wellness Clinic by providing clerical support, resident and staff support.  Coordinate and manage the scheduling of Service Associates at Compass Point.  Manage inventory/ordering of medical/resident supplies at Compass Point and VOS.
II. Principle Accountabilities:


* = Essential Functions

	
	Frequency
	Weight (%)

	A.
	Administrative Responsibilities
	Daily
	40%

	1.*
	Develop and Maintain all Compass Point resident files.  Maintain VOS facesheet binder in clinic 

Develop and maintain health services files.


	     
	     

	2.*
	Schedule the Service Associates for Compass Point.   Manage PTO requests and call-ins. 


	
	

	3.
	Gather pre-admission papers and provide ongoing file management.
	     
	     

	4.  *
	Prepare timecards for Service Associates.  Initiate appropriate Payroll Transfer Forms
	     
	     

	5.
	Support RHCC in keeping SA files current.  i.e. yearly calendars and PTO history.

Initiate Service Associate’s yearly performance evaluation, i.e. attendance, extra shifts/teamwork.
	     
	     

	6.*
	Submit monthly billing information for clinic services and ala carte services.  Including hours physicians utilize clinic space on monthly basis
	     
	     

	7.*
	Supervise service associate staff in RHCC absence and as needed.
	     
	     

	8.
	Attendee of the Continuing Care Committee active participant: Minute taker.  Type, file, and distribute meeting minutes.  Prepare agenda. Distribute We Care responses.
	     
	     

	9.
	Maintain current listing of phone numbers
	
	

	10.* 
	 Schedule clinic appointments and lab work for CP and VOS.  Schedule resident assessments. 
	
	


	
	
	Frequency
	Weight (%)

	B.
	Resident Services
	Daily
	40%

	1.*
	 Schedule medical appointments (physician, dentist, podiatrist, ophthalmologist, audiologist, lab services, etc.).  Prepare needed paperwork to send with resident to appointment.  Manage follow-up appts. i.e. schedule tests, assure test results/reports are received at facility.
	     
	     

	2.*
	Manage clinic schedule-specific to dates and times physicians see patients in the Getz Clinic or specialty areas. Provide demographic data as needed to support process.
	
	

	3.*
	 Maintain daily clinic schedules.  Initiate and distribute daily clinic appointments reminders to residents/staff
	
	

	4.
	Escort and/or arrange for escort of residents up to clinic appt
	     
	     

	5.*
	Coordinate transportation for resident appointments with driver, provider and resident.  Assist in overseeing public transportation folder on Outlook Express
	
	

	6. *
	 Provide first aid and Heimlich to all Compass Point residents as needed
	
	

	7.
	Provide nursing treatments as directed and supervised by the Residential Health Care Coordinator.
	
	

	8.*
	Notify the Health Care Coordinator when a change in resident status is noticed i.e. behavior, ambulation, cognition, hygiene and complete a “We Care” form.
	
	

	9.
	Responsible for Arial System @ Compass Point...  Update computer system with necessary changes.  Trouble shoots as needed.
	
	

	10.
	 Serve as back up for Service Associates for in-services and emergencies.  Work vacant shifts as needed and available
	
	

	C.
	Wellness Clinic Management Support
	Daily
	15%

	1. *
	Maintain cleanliness and safety of clinic and waiting room areas.  Including wellness gym and equipment.
	
	

	2.*
	Coordinate and manage health care supply ordering for Compass Point.  Utilize GPO, maintain purchasing/supply database, place orders, process invoices, and conduct ongoing price comparisons.  Inform Business Office of price changes as it relates to Charge Master for Compass Point and Village on the Square.  Coordinate monthly resident billing for health care supply usage.
	
	

	3.
	Order and maintain current reference material (books, periodicals) for professional and resident purposes.
	
	

	4.
	Assist with the collection of utilization statistics and related reports as requested.
	
	

	5.
	Maintain maintenance records on clinic and gym equipment.
	
	

	D.
	Other Responsibilities
	Daily
	5%

	1.
	Participate in meetings as necessary.  
	
	

	2.*
	Achieve satisfactory performance in all performance evaluation areas.
	
	

	3.
	Keep current with job standards through inservice training, continuing education, personal and professional development.
	
	

	4.
	Continually seek opportunities for Quality Improvement.
	
	

	5.*
	Actively recognize and appropriately respond to customer needs.
	
	

	6.
	Other duties as assigned by supervisor.
	
	


III. Qualifications:

1.
Minimum education, certification and/or licensure:  High school diploma required.  Prefer 2 year training in medical office management.  C.B.R.F. and First Aid certification and fire safety training preferred or will train.  C.N.A. certification an asset.

2.
Physical requirements: Sit, stand, bend, push, pull frequently.  Able to lift objects weighing up to 50 pounds occasionally.

3.
Mental requirements: Knowledge of medical terminology.  Read, write and speak English fluently.  Good organizational skills.

 

4.
Experience: One year CNA or Home Health experience with two years medical office experience, including appointment scheduling & correspondence.


5.
Computer knowledge: Strong knowledge of Microsoft Office.

IV. Working Conditions:

1.
Exposure to bloodborne pathogens risk category: 
 FORMCHECKBOX 
 I  
 FORMCHECKBOX 
 II  
  FORMCHECKBOX 
 III

2.
Work primarily:  FORMCHECKBOX 
 Indoors
 FORMCHECKBOX 
 Outdoors
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