Job Action Sheet

Registration

Level 2 (Non-licensed)

Registration
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Lead Clerical Manager

Mission:
Provide appropriate forms to all patients entering the clinic.  Assure completeness and accuracy of patient’s screening/consent/declination documents prior to screening.  Answer any forms questions.
Qualifications:
Non-licensed with medical background or non-medical professionals, basic clerical and organizational skills, attention to detail, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Levels 2 & 3

__ SCHA Office Assistants
Equipment:

__ Vest/ ID Badge

__ Pens

__ Clipboards

__ Registration forms

Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Lead Clerical Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Assist in setting up clinic operation.

__ Ensure a sufficient number of clipboard packets are prepared and available.
Primary Duties:

__ Provide client with a clipboard of materials; stress the importance of filling out forms completely and legibly.

__ Review each person’s documents for completeness and accuracy.

__ Assist clients in completing documents.

__ Be available to answer any forms questions as they arise; any medical questions should be referred to the Medical Screeners for clarification.

__ (If applicable) Check database to determine if and when client already received prophylactic agent – if questions as to whether prophylactic agent should be dispensed/administered today (apparent repeat dose or incorrect spacing), consult with Medical Screener or Medicine Dispenser.

__ When client completes registration, refer client to the Educator, or the appropriate waiting area.


__ Refer distressed, upset and anxious clients to the Counseling & Support area.
Deactivation Phase:

__ Re-pack supplies conveniently for next clinic and notify Supply Manager/Assistant Runner of any supply needs

__ Assist with the tear down and clean up of the area.

__ Check out with Lead Clerical Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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