MICs Group of Health Services

JOB DESCRIPTION

Department: Health Records Position: Reception Clerk
Date: January 2008 Classification: Clerk 2 - Reception (SEIU)
Revised: September 2016 Facility: MICs

GENERAL ACCOUNTABILITIES

The Reception Clerk is responsible for performing the admitting and reception functions for the hospital
as well as Accounts Payable and Receivable functions.

NATURE AND SCOPE

The Reception Clerk position is a union position responsible to the Health Records Supervisor. The
Reception Clerk is responsible to perform admitting, reception and financial functions which will be under
the general headings of 1) Admitting; 2) Reception; 3) Financial; 4) Health and Safety; 5)
Patient/Resident Safety for Team Members; and 6) Other.

SPECIFIC ACCOUNTABILITIES
1) Admitting
= Maintain the computerized central patient index (Medi-patient), ensuring all patient demographic
information is accurate
Process inpatient, chronic, long-term care admissions and discharges
Register emergency and outpatient visits
Maintain an accurate list of available and occupied beds
Assist with Speciality Clinics bookings and registrations
Abstract Ambulatory Care

2) Reception

Answer enquiries according to established code approved for release of information
Answer external and internal calls and direct appropriately; page as necessary
Direct all patient related enquiries or information to the nursing station

Provide appropriate direction information to patients, public

Prepare outgoing mail and sort incoming mail

Type and scan

3) Financial

Handle accounts payable and receivable functions
Accept payment for patient invoices as well as donations
Perform petty cash duties

Prepare statistics

Prepare deposits (AGH & BMH only)

4) Health & Safety

=  Work in compliance with the Ontario OH&S Act and Regulations

= Use personal protective equipment, clothing and safety devices in accordance with MICs
Workplace Health & Safety and/or Infection Control policies and procedures

= Report any known missing or defective equipment to the Supervisor
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Report any known workplace hazard or safety issue to the Supervisor

Report any known violation of the Ontario OH&S Act and Regulations to the Supervisor

Use or operate equipment in a way that is not dangerous to self or others

Participate in WHMIS programs and follow WHMIS information and instructions as required when
using hazardous materials

Comply with policies and processes to eliminate/minimize unsafe acts or conditions including
identifying/reporting near miss and actual events

Comply with MICs Emergency Plan policies and procedures as outlined for each type of
emergency as required

5) Patient/Resident Safety for Team Members

Participate in promoting a culture of patient/resident safety

Demonstrate a commitment to patient safety by speaking up about patient/resident safety issues
and changing practices to reflect and enhance safety

Participate in near miss and incident reporting through established reporting mechanisms and
demonstrate shared accountability for safe practices

Participate in processes and strategies related to improving patient safety (Team Leaders are
responsible to lead the team to establish processes and strategies related to improving patient
safety.)

Demonstrate knowledge of and abide by the requirements of practice for patient safety as
outlined by Accreditation Canada (i.e. effective communication, infection prevention and control)
Participate in initial and ongoing patient safety education and take responsibility for maintaining
competency (applicable in long-term positions only)

6) Other
= Assist with translation services when requested
= Ability to deal with public in a courteous and professional manner
= Ability to organize a demanding workload efficiently and work well under pressure

Complete other duties as assigned by the Health Records Supervisor, Finance Coordinator, CEO

QUALIFICATIONS

General

= Minimum of grade 12 with post-secondary education in Office or Business Administration
» Verbal and written communication skills in both English and French required

= Must be proficient in Excel, Word

= Must have excellent typing skills, accounting experience

= Flexible work schedule, able to report to work on short notice

= Excellent personal relation skills

Educational

= Minimum grade 12 or equivalent
= Typing and computer skills is essential

Desirable

= College /clerical courses

= Bilingualism, English/French

» Previous experience in the Healthcare field is considered an asset

The preceding described duties are representative and should not be construed as all-inclusive.
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