POSITION CLASSIFICATION QUESTIONNAIRE

FLSA NON EXEMPT CLASSIFICATION
Institution:  UAMS

Official Title of Position: Patient Services Associate
Department: Nursing

Division or College: Clinical Programs

Section of other Unit of Division or College: UAMS Medical Center
Work Schedule/Location:   Nursing Units, all shifts
Working Title:  Patient Services Associate
Immediate Supervisor/Title:  Registered Nurse Supervisor
Position Summary: The Patient Services Associate is a specifically trained member of the unit based care team who provides both clerical and patient care support to the Patient Management Team.  The Patient Services Associate works under the  direct supervision of the Registered Nurse or other licensed/certified health care disciplines on the unit and performs tasks and duties for which they posses the competency that do not require a licensed practitioner, professional judgment or intervention.  In the clerical support role, duties include assisting with processing of medical records for patient admission and discharge and receptionist for the nursing unit.

Standard Duty Areas:

Guest Relations- 25%

· Uses appropriate written and verbal communication
· Respects patient’s privacy and confidentiality

· Takes a proactive approach towards assisting patients, visitors and other staff

· Adheres to departmental attendance standards and responds to unit staffing needs

Safety and Emergency Preparedness- 10%

· Adheres to UAMS safety plan

· Complies with safety instructions and observes safe work practices

· Provides input on safety issues

Institutional /Professional standards- 5%
· Adheres to UAMS Code of Conduct

· Adheres to Clinical Programs Departmental policies and dress code standards

· Works effectively with team/work groups to fulfill UAMS mission 

Process Improvement- 5%

· Participates in ongoing hospital performance assessment and process improvement

Performs Role of Patient Services Associate- 50%

· Acquires initial and ongoing competencies for clinical care and clerical components of role

· Assists the care team in providing efficient, effective patient care

· Demonstrates competency in obtaining, maintaining and using equipment necessary for patient care and clerical support of care staff

· Documents care given according to standards

Professional Growth- 5%

· Participates in continuing education, professional/ institutional advancement opportunities
Position Directly Supervises/Leads: None
Decision Making:   Required to use independent judgment when assessing changes and/ or problems in patient’s condition and the necessity for reporting these changes to the RN supervisor.  Requires judgment in providing appropriate care within the scope of practice and employee’s competence.  Must use job skills to determine when patient records are complete and what information is lacking if incomplete.  Must determine who is responsible for supplying needed information and contact that person for resolution.  Must take information, verbally and per phone, and provide that information to care providers in an accurate and timely manner.
Budget Responsibility: None
Interaction: Patient Services Associate has daily interaction with staff, patients and visitors, both in person and on the telephone.  Required to be responsible and courteous to patients, visitors, and staff.  Applies Guest Care guidelines to all interactions.
Accountability: Accountable personally and as a member of the patient care team for the successful and positive outcome of the patient care team of the unit.
Essential Physical Requirements: 
Bending 100 %    Standing 100%    Walking 100 %    Eyesight  100%
Hearing 100 %    Driving   0%   Speaking 100 %
Repetitious Movement -0%
Lifting, weight lifted 100 lbs lift to chest
Exposure to Harsh or Extreme Conditions: Cleaning agents, blood, and body fluids
Equipment Used In Position: Pulse Oximeter- 3%, EKG Machine- 2%, Patient Care Medical Equipment and Supplies-  25%, Computer Workstation- 30%, Telephone- 10%
Minimum Qualifications 
Position requires high school diploma, GED or formal education equivalent,

Work experience:

· Previous work experience of 12 month in a health care environment  preferred(acute care environment peferred).
· And/ OR Successful completion of the UAMS PCT and PSC courses - preferred
Excellent oral and written communication skills, ability to accept and follow written and verbal instructions, ability to communicate following Guest Care guidelines.

CPR certification (BCLS) completed during probationary period

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



