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YOUR COMPANY NAME, Inc.

 Job Title:  Bilingual Office Assistant
OSHA Category:  2

 Department:  Special Populations Services
FLSA Status:  Non-Exempt

 Reports to:  Farmworker/Homeless Program Director or Designee

 Job Requirements:
· High school diploma or the equivalent.

· Previous office administration experience is preferred.  

· Must have excellent computer skills, including data entry skills.  

· Must be bilingual, with proficiency in English and proficiency in either Spanish or Creole.  

· Must have excellent communication skills and the demonstrated ability to work in a fast-paced office.

 Job Summary:  This position is primarily responsible for office administrative duties for the migrant program, including        making up new charts, keeping up with demographic information, entering accurate data, and pulling charts as necessary.

 Performance Expectations:  The incumbent must demonstrate proficiency in the essential functions of this position as outlined I n the job description.  As applicable, the incumbent must be able to demonstrate the knowledge and skills necessary to provide c are, based on physical, psycho/social, educational, safety, and related criteria, appropriate to the age of the patients served in    his/her assigned area.  The skills and knowledge needed to provide such care may be gained through education, training, and experience.

Performance Evaluation Standards:  Each employee’s performance is to be evaluated based on the standards set forth in this job description.

	Evaluation Standards

	Rating
	Performance Level
	Definition

	 4

3

2

1
	Commendable

Expected

Approaching

Unacceptable
	Performs Beyond Requirements

Meets Requirements

Does Not Consistently Meet Requirements

Requires Immediate Improvement


	Employee Name:
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/
/
/
/

	
Month
Day
Year
Month
Day
Year


Charts/Records

1.
Performs various duties in maintaining patient charts and necessary records for the migrant program.

___a. Creates new charts for patients as necessary, ensuring all the proper forms and information is included, such as the registration form, the consent form, physical information, or pediatric information.

___b. Ensures charts are kept orderly and updated with all the required information, including progress notes, lab sheets, problem risks, etc. according to medical records protocols.

___c. Ensures incomplete forms are brought to the attention of the appropriate person and corrected in a timely manner.

___d. Ensures medical records are kept in an organized manner; effectively maintains the security of medical records and pulls all medical records on established patients in a timely manner.

___e. Thoroughly checks encounter forms and registration forms to ensure correct demographics on patients seen in the camp, clinic, or offsite; ensures the correct spelling of name on form and ensures corrections are made to forms as necessary in a timely manner.

___f. Accurately inputs patient data, including charges and diagnosis from the registration and encounter forms.

___g. Accurately determines payer status for patient or refers to insurance coordinator for interpretation; collects money from patient as necessary and accurately balances funds.

___h. Effectively initiates and updates master list of patients by camp and keeps other forms such as data sheets and logs up to date and current.

___i. Files, types and copies any records and documentation as needed by the department ensuring accuracy and timeliness to meet departmental standards.

Total Points ______ ( 9 = Job Performance Rating of ______

Communications

2.
Facilitates communication among staff, clients and the agency.

___a. Answers the department phone in a friendly and courteous manner, accurately taking messages and routing calls in a timely manner as necessary.

___b. Makes any calls or appointments as necessary for departmental personnel in a timely manner.

___c. Submits any necessary forms and reports as requested by departmental personnel in an accurate and timely manner.

___d. Sorts and distributes mail for the department as needed ensuring mail is routed to the appropriate person.

___e. Contacts staff and/or other healthcare workers regarding patient-related information in a timely manner.

___f. Enters insurance and encounter data into the organizational billing system.

Total Points ______ ( 6 = Job Performance Rating of ______

Administrative Duties

3.
Performs various duties to contribute to the overall efficiency of the department and {COMPANY NAME}.

___a. Maintains petty cash fund for the department ensuring the petty cash log stays updated and accurate.

___b. Provides appropriate assistance in the registration process of new and established patients as necessary to contribute to the efficiency of the department.

___c. Provides effective interpretive services for anyone as necessary according to skill level.

___d. Effectively monitors materials and supplies for the department to ensure an adequate amount of supplies is in place for departmental personnel; ensures and adequate supply of forms is maintained for the program to run efficiently.

Total Points ______ ( 4 = Job Performance Rating of ______

Performance and Professionalism

4.
Maintains professional presence when representing {COMPANY NAME}.  Exhibits degree of professionalism consistent with standards in performance, behavior, and appearance.

___a. Maintains patient confidentiality and privacy at all times according to {COMPANY NAME} policies and procedures; uses discretion when discussing patient matters.  *East Coast Migrant Stream Forum NOTE: the rest of the items in the Performance and Professionalism section are standard and can be found in the DRIVER competency and performance evaluation handout.

5.
Performs the following specified duties as assigned and directed to  the satisfaction of his/her supervisor.

___a. 























Job Specific Competencies

Demonstrates ability to perform the following competencies related to the Bilingual Office Assistant Position.

	
	M
	D
	N/A

	Always demonstrates the ability to answer departmental telephone in a friendly and courteous manner.
	
	
	

	Demonstrates the ability to accurately takes messages and route callers to appropriate departmental personnel.
	
	
	

	Demonstrates the ability to  effectively communicate in English, and either Spanish or Creole.
	
	
	

	Demonstrates the ability to effectively put together new charts.
	
	
	

	Demonstrates the ability to maintain confidentiality of medical records.
	
	
	

	Demonstrates the ability to collect accurate demographic information from patients.
	
	
	

	Demonstrates the ability to perform accurate data entry.
	
	
	

	Demonstrates the ability to keep medical records in an accurate and organized manner.
	
	
	

	Demonstrates the ability to effectively use the organization’s computer system.
	
	
	


M = Meets Standards

D = Does Not Meet Standards

N/A = Not Applicable


**October Eastern Migrant Stream Form note: This document is to highlight the differences between job-specific competencies but is not a complete competency or evaluation form. Refer to the DRIVER form distributed at the session for a model of a complete form.

