RURAL HEALTH, INC.

POSITION DESCRIPTION

DATA ENTRY CLERK

GENERAL DUTIES AND RESPONSIBILITIES:

This position is responsible for data entry into PECS system for the Asthma, Diabetes, and RedeFin Collaboratives.  The position will also work with the Performance Improvement Coordinator to collect and compile data for periodic patient care reviews.  These reviews include Immunizations, Childhood Obesity Prevention, Health Maintenance, and Hypertension.  Additional data collection areas may present as Health Collaboratives and prevention programs broaden their scope.
POSTION STATUS:
Full time, Non-exempt, OSHA High Risk

QUALIFICATIONS:

Education:  High School graduation or G.E.D.

Experience:  One year working in health care setting.  Experience working with computers.  

Competencies Required:   1. Proficient computer skills for data collection and word processing software.  2.  Aptitude for learning and enhancing skills.  3.  Able to troubleshoot problems in collecting and entering data.  4.  Upholds patient confidentiality.  5.  Willing to travel to multiple clinic sites.  6.  Willing to work flexible hours.

SPECIFIC JOB DUTIES AND RESPONSIBILITIES:

1.  Asthma and Diabetes Registries:



A.  Enter data on a daily basis.


B.  Prepare and post monthly reports to the national reporting website.


C.  Print and distribute reports as directed.


D.  Prepare other reports, such as, individual provider reports.


E.  Tracking of registry patients.


F.  Asthma newsletter, assist with printing, and mailing labels.

2.  RedeFin Collaborative:



A.  Prepare and post Excel files monthly. 


B.  Print and distribute narrative report as directed.

3.  General:


A.  Attend all collaborative meetings.


B.  Attend PECS training sessions as offered, both in person and on-line.


C.  Participate in collaborative conference calls.


D.  Chart audits for collaborative activities.

4.  Performance Improvement:


A.  Immunizations:



a. Do annual chart reviews to document compliance.



b. Give data to PI coordinator for review and distribution.
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B.  Childhood Obesity Prevention:



a. Enter data into CHOP program.

5.  Maintain patient and business confidentiality while an employee of Rural Health, Inc. 

6.  Participate in other staff meetings and committees upon request.

7.  Perform other necessary duties as required by the Chief Financial Officer to meet the goal of               providing primary care services.

REPORTING RELATIONSHIPS:

The Data Entry Clerk reports to and is supervised by the Chief Financial Officer.  

EVALUATION:

The evaluation of work performance will be on-going, and will be carried out by the Chief Financial Officer.  It will include the specific duties and responsibilities of this position description plus employee attitude and general working behavior.  Formal evaluation will normally be performed annually, but may be initiated at other times by the Data Entry Clerk or the Chief Financial Officer.
REVIEW / REVISION DATE:
March 2005; March 2006
EMPLOYEE PERFORMANCE EVALUATION:

Position:  Data Entry Clerk
Name of staff member currently in this position: ______________________________   
Date of this evaluation:  _________________________           

Occasion for evaluation:
( 3 Month Probationary Period

( 6 Month Probationary Period

( Annual
        ( Special

( Other                                     

Performance Measures:










Employee performance for each of the above-noted duties and responsibilities, and for overall job performance, is measured along the range of values as follows:

1
OUTSTANDING
Employee’s performance consistently exceeds the job requirements and the performance of colleagues; requires very little, or no, supervision and is completely reliable.

2
GOOD


Performance is well above average, meets job requirements most of the time and frequently exceeds them; requires occasional supervision.

3
SATISFACTORY
Meets the job requirements most of the time; requires regular, on-going supervision.

4
MARGINAL

Work is satisfactory in some areas, but occasionally fails to meet job requirements and requires more than routine supervision.

5
UNSATISFACTORY 
Fails to meet job requirements on a consistent basis, and requires constant supervision for the accomplishment of routine tasks.
	A.  Overall Employee Performance
	1
	2
	3
	4
	5

	1
	In the performance of assigned duties, the employee works in harmony with others and exhibits a positive attitude and a commitment to the basic mission of the agency.
	
	
	
	
	

	2  
	In relations with patients, employee exhibits caring qualities consistent with agency values.
	
	
	
	
	

	3
	The employee has grasped all elements of the work assigned, has mastered the skills required, and is thorough and accurate.
	
	
	
	
	

	4  
	The employee can be relied upon to meet work schedules and fulfill responsibilities and commitments.  (Consider attendance, punctuality, dependability, initiative, productivity, and efficiency.)
	
	
	
	
	

	5  
	Employee actively participates in agency-sponsored staff training events (safety instruction, evacuation drills, OSHA training, etc.)
	
	
	
	
	

	B.  Performance of Specific Job Duties and Responsibilities
	1
	2
	3
	4
	5

	1
	Asthma and Diabetes Registries:



A.  Enter data on a daily basis.


B.  Prepare and post monthly reports to the national reporting website.


C.  Print and distribute reports as directed.


D.  Prepare other reports, such as, individual provider reports.


E.  Tracking of registry patients.


F.  Asthma newsletter, assist with printing, and mailing labels.
	
	
	
	
	

	2
	RedeFin Collaborative:



A.  Prepare and post Excel files monthly. 


B.  Print and distribute narrative report as directed.
	
	
	
	
	

	3
	General:


A.  Attend all collaborative meetings.


B.  Attend PECS training sessions as offered, both in person and on-line.


C.  Participate in collaborative conference calls.


D.  Chart audits for collaborative activities.
	
	
	
	
	

	4
	Performance Improvement:


A.  Immunizations:


      a. Do annual chart reviews to document compliance.


      b. Give data to PI coordinator for review and distribution.



B.  Childhood Obesity Prevention:


      a. Enter data into CHOP program.
	
	
	
	
	

	5
	Maintain business & patient confidentiality while employed by Rural Health, Inc.
	
	
	
	
	

	6
	Participate in other staff meetings and committees upon request.
	
	
	
	
	

	7
	Perform other necessary duties as required by the Chief Financial Officer to meet the goal of providing quality primary care services.
	
	
	
	
	


C. Describe the types of training and/or continuing education that would likely result in improved performance on the part of this employee.  Identify sources of the training when possible. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

D.    Employee objectives to be achieved by the next performance evaluation:    ______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________ 
The contents of this Employee Performance Evaluation have been shared and discussed with me. 

Employee:
                                                                   
Date:  __________________________

I have discussed this Employee Performance Evaluation with this employee.

Supervisor: ____________________________________   
Date:  _________________________
I have reviewed this Employee Performance Evaluation.

CEO Initials: _____________     Date:  ______________
