Job Action Sheet

Clinic Flow



Level 3  (Non-licensed)

Clinic Flow

Site:

Position Assigned To:

Job Shift(s):

You Report To: Lead Clinic Flow Manager - 

Mission: Maintain steady flow of clients throughout clinic process.
Qualifications: Non-medical, able to stand and walk for extended periods, required training, required vaccine/prophylaxis
Possible Candidates for this position:

__ MRC Level 3
__ SCHA Office Assistants
__ SCHA Patient Service Specialists
__ SCHA Medical Coding Specialists
__ SCHA Account Clerks
Equipment:
__ Vest/ ID Badge 

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.
Primary Duties:

Deactivation Phase:


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

__ Check out with Lead Clinic Flow Manager.

__ Identify issues for debriefing report.

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