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     Classification Description

CLINIC ADMINISTRATIVE ASSISTANT
Department: Sheriff
FLSA:  Non-Exempt

Job Class:     243300
Represented:  Yes
Pay Range:   2A22
CSC Approved:   03/22/05 
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.

GENERAL FUNCTION:  Under general supervision of the Health Services Manager, this is responsible professional level work for the administration and coordination of support services for the Pierce County Corrections Health Clinic, located in a  24-hour, 7-day per week maximum security correctional facility for adult offenders. 

ESSENTIAL FUNCTIONS:

· Schedule and assign work of clerical support staff and ensure that tasks are completed correctly and in a timely manner. 
· Schedule and approve work schedules to assure maximum coverage and productivity, including vacation and/or sick leave; make recommendations to supervisor regarding  overtime, leave of absence requests.

· Participate in and make recommendations for employee evaluations, problem-solving and disciplinary actions.

· Coordinate clinic services with external service providers; assist in the administrative functions of development and implementation of clinic services to inmates.

· Independently resolve day-to-day administrative support and operational problems; represent the supervisor as assigned in meetings and/or decisions of an administrative, operational nature; relieve supervisor of administrative or clerical duties, as assigned.

· Deliver or provide for training of clinic staff on use of automated systems, record-keeping and administrative procedures; resolve user related Electronic Medical Records (EMR) system problems.
· Develop and maintain clinic inventory budget; control and monitor budget expenditures.

· Purchase inventory, make recommendations on inventory regarding purchase options, pricing, etc.

· Manage clinic record-keeping and statistical reporting functions; as necessary, assess need, develop and implement forms, data bases, and statistical reporting; compile reports as required.

· Manage records retention and public records disclosure functions; develop and implement efficient records systems and procedures; provide for records storage and purging in accordance with applicable laws and procedures; process requests for medical records using HIPAA guidelines.
· Track and record PPD or Tuberculosis tests; notify provider for follow-up and report positive tests to Health Department.

· Responsible to monitor Clinic licensures and permits and assure timely renewals and compliance with applicable laws.

· Prepare a variety of written documents, including correspondence, statistical reports, flyers, brochures, narrative reports.

· May develop public information materials, and/or inmate information materials, regarding clinic services, prevention, health care or advisory information.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

ESSENTIAL FUNCTIONS: (continued)
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Meet the traveling requirements of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:

· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under general supervision of the Health Services Manager, with the employee expected to plan and carry out work assignments independently after objectives, priorities and deadlines have been defined.  Work is reviewed in progress and upon completion by an administrative supervisor for thoroughness, timeliness and compliance with regulations, policies and procedures.  The Clinic Administrative Assistant serves in a lead capacity for administrative and clerical support staff in the Pierce County Detention and Corrections Center Health Clinic, but does not have full supervisory responsibility.

WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Clinic Administrative Assistant works on a daily basis in the medical clinic of a maximum security adult correctional facility.  There is constant exposure to hazardous chemicals, hazardous waste, pharmaceuticals, infectious diseases and in-person contact with inmates.  Work is generally completed on a regularly scheduled basis, however, completion of overtime work outside of normal scheduled hours may be required.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Physical activities required are walking, talking, hearing, seeing, standing, sitting, lifting, and finger dexterity necessary to operate equipment used in the position.  Extended periods of visual and mental attention to detail is required of the position and is subject to frequent interruptions.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Administrative office practices and procedures and of business English, spelling, basic accounting procedures and mathematics, and medical terminology.

· Practices, procedures and business methods of the operation of a medical office or clinic.

· Basic knowledge of budget planning, preparation and monitoring.

· Laws and regulations regarding medical records, archival and disclosure.

· Systems and medical information management, for the purpose of records maintenance, reporting, clinic operational procedures, inventory control and other functions as required for the administration of the clinic.

KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Skill in:

· Developing and writing graphic materials, such as brochures for health services.

· Assessment, planning, organizing and implementing procedures, practices, logistics, statistical reporting and other operations required for the daily and long-term administration of clinic operations.

Ability to:

· Effectively plan, assign, organize, coordinate and schedule a wide variety of administrative and clerical support functions and work of other co-workers.
· Analyze complex administrative problems and use independent judgment to make sound policy and procedural recommendations as to their solution.

· Effectively lead the work of others, including scheduling and assigning work, resolving day-to-day interpersonal and/or operational problems, in a manner to maximize unit efficiency and productivity.

· Develop and implement automated or manual systems for inventory, budget, record-keeping and reporting purposes.

· Establish and maintain effective and productive working relationships with medical and professional staff, external service providers, other correctional and law enforcement employees.

· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.

· Communicate effectively both verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Understand and follow instructions.

· Physically perform the essential functions of the classification.  

MINIMUM REQUIREMENTS TO APPLY:  Graduation from high school or GED equivalent plus three or more years of progressively responsible office administration or  clerical experience in a medical clinic, correctional clinic or other medical field required; experience with and knowledge of automated records systems desirable.  United States citizenship and the ability to read and write the English language as required by RCW 41.14.100 are required.
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Union membership is required within 30 days for represented positions.  Ability to successfully complete Pierce County Sheriff’s Department background investigation, which may include a medical physical, behavioral assessment and polygraph, is required.   A valid Washington State driver’s license may be required.
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