Job Description

Northern Light Eastern Maine Medical Center

Department: Emergency Department

Position is located: Northern Light Eastern Maine Medical Center
Work Type: PRN

FTE: 0.0001

Work Schedule: Variable

Summary:

Performs secretarial duties using specific knowledge of medical terminology and hospital, clinic,
or laboratory procedures. Duties may include scheduling appointments, billing patients, and
compiling and recording medical charts, reports, and correspondence.

Responsibilities:

A. Coordinates assigned unit activities.

A. Manages patient records (e.g. Assembles patient records, Files patient information, etc.)
A

- Processes physician orders (e.g. Transcribes physiciand€™s orders, flags charts
appropriately, enters orders into computer).

A. Coordinates the safe transport of patients and other items as directed
A. Accepts responsibility for further developing professional learning needs.
A

- Maintains a safe environment complying with NLH policies and procedures; report and directly
address environmental hazards and violations of patient safety policy and/or protocol when
involved or observed.

A- May perform other duties upon request.
Competencies and skKills:
Essential:

¢ No previous experience required.

¢ Provides Patient-Centered Care: Demonstrates understanding of patient care quality and
service as organizational priority. Proactively supports change to improve patient
experience and results. Exhibits the ability and willingness to find out what the patient
wants and needs and to act accordingly, taking the organizational and outside resources
into account. Cooperates, collaborates, communicates, and integrates care within and
between teams to ensure that care is continuous and reliable.

Credentials:
Essential:

e Certified Nursing Assistant



Education:
Essential:

¢ High School Diploma/General Educational Development (GED)
Working conditions:
Essential:

e Lifting, moving and loading 30 to 50 pounds.

¢ Alternate shift schedules (day, evening, nights, weekends).
Position CNA I- Unit Secretary
Location US:ME:Bangor

Req ID 1868



