Job Action Sheet

Greeter

Level 2 (Non-licensed)

Greeter
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Lead Education & Special Needs Manager

Mission:
Greet clients and conduct initial orientation upon their arrival.  Ensure that clients and volunteer staff entering the clinic are on the access list.
Qualifications:
Non-licensed with some medical background preferred, public speaking & good communication skills, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 2 (and 3 if needed)

__ SCHA Office Assistants
Equipment:

__ Vest/ ID Badge

__ Roster of clinic staff

__ Roster/schedule of clients to receive treatment (if applicable)

__ Flowchart of clinic operation

__ Pens

__ Clipboards

__ Watch/clock
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Lead Education and Special Needs Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Assist in setting up clinic operation.

__ Secure a current list of clinic staff and volunteers from Clinic Manager.

__ Identify contact information of the clinic Public Information Liaison for media inquiries.

__ Review response plans with Security personnel and Clinic Manager in anticipation of any security problems.
Primary Duties:

__ Ensure no one enters the clinic process that is not on the access list.

__ Monitor the identification system – staff granted access to the emergency clinic will have appropriate identification badges (i.e. Health Agency ID badges, Medical Reserve Corps ID badges and photo ID).

__ If someone arrives who is not on the access list and their entrance is questionable, notify the Clinic Manager.

__ If you ask someone to leave and they refuse, turn the situation over to Security personnel and/or the Clinic Manager.

__ Direct all media inquiries to the Public Information Liaison assigned to the clinic.

__ Orient clients to the clinic process using the flow chart.  Explain how the clinic will flow, approximate time it will take (if known), and what clients can expect as they move from station to station.

__ Inform clients of the resources available to assist them (i.e. language translation assistance, assistance for people with disabilities, mental health consultation) and alert appropriate clinic staff of any special needs clients have coming in, so that the necessary resources can be prepared.

__ Direct clients to proceed to the Registration station.

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

__ Clear and clean the greeting station at the conclusion of the clinic operation.

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

__ Check out with Lead Education and Special Needs Manager.

__ Identify issues for debriefing report.

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