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SUMMARY 

Administrative Assistant is responsible for maintaining communication networks related to patient care activities, processing patient care information, assisting with administrating correspondence, documentation, data collection, and report compilation as directed by the Chief Operating Officer or the Chiropractor.
Upon completion of the Certified Chiropractic Assistant (CCA) program along with a passing score on the exam, the CCA is also responsible for assisting in active patient care. Patient care is to include: a) the set-up, administering, and cleanup of electric stimulation, ultrasound, and combination therapy, b) understanding the indications and contraindications of care, c) assisting the doctor of chiropractic in acupuncture set-up, d) assisting the doctor of chiropractic with kinesiology taping.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Organizes and schedules appointments.
Communicates with patients, families, visitors, and staff.  Provides prompt and cheerful assistance to all individuals seeking information, facilitating communications both intra and inter-departmentally.  
Interacts with all levels of staff and management, physicians, patients and families to obtain confidential information and properly schedule services.  

Works closely with admissions and medical records, both clinic and hospital, regarding private patient information to derive patient labels, face sheets, history and physical, clinic notes, and other necessary information to process patient. 

Works closely with Director of Ancillary Services and the Chiropractor.

Transports patients in wheelchair or conveyance to locations within facility within educational abilities.

Assists nurse with direct patient care as needed within educational abilities.
Development and implementation of Policies and Procedures to meet compliance requirements.

Uses independent judgment and clinical knowledge to accommodate special requests from internal and external customers and/or patients.

Exhibits accuracy, completeness and timeliness, as well as confidentiality in all aspects of the position.
Maintains confidentiality regarding personnel issues.

Anticipates informational needs and organizes, prioritizes data, and works with limited supervision.

Plans conferences, meetings, and other functions as directed.  Prepares agendas, notices, and minutes of various meetings; schedules appointments, gives information to callers, composes and types correspondence, reads and routes incoming mail, and performs other administrative duties.

Uses independent judgment and clinical knowledge to accommodate special requests from internal and external customers.

Distributes mail, faxes to appropriate departments, clinics, or other medical institutions. 
Assists Director of Ancillary Services and Chiropractor with assigned projects as directed.

Deals constructively with conflict situation; acts in a manner which promotes cooperation and consensus building.

Consistently maintains a positive constructive attitude; demonstrates awareness, concern, confidentiality, support and responsibility for the success of Bigfork Valley Hospital.

Exhibits and upholds work-related behaviors which are in accordance with the general rules and procedures of Bigfork Valley Hospital as well as relevant professional codes of ethics, of which reflects an appropriate role model for other employees.

Supports and works toward the accomplishment of the mission, vision and goals of Bigfork Valley Hospital; actively supports quality improvement initiatives; represents Bigfork Valley Hospital in a positive manner in interactions with customers, business partners and the public at large.
Helps maintain a clean environment within the Chiropractic Department. 

Assists in ordering supplies, as needed, for the chiropractic department and maintains supply stock as necessary for day-to-day operations.

Receipt of the COVID-19 Vaccination in accordance with the Mandatory COVID-19 Immunization Policy.

All other duties as assigned.

COMPETENCIES
To perform the job successfully, an individual should demonstrate the following competencies:

Analytical – Collects and researches data; Uses intuition and experience to complement data.
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.

Project Management - Coordinates projects; Communicates changes and progress.
Technical Skills - Pursues training and development opportunities; Strives to continuously build knowledge and skills.

Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments. 
Teamwork - Contributes to building a positive team spirit.

Interpersonal Skills - Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Participates in meetings.

Written Communication - Writes clearly and informatively; Composes letters and other documents; Edits work for spelling and grammar; Presents numerical data effectively; Able to read and interpret written information.

Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy and thoroughness.

Business Acumen - Understands business implications of decisions.
Cost Consciousness - Conserves organizational resources.

Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds organizational values.

Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time; Supports organization's goals and values; Benefits organization through outside activities.

Strategic Thinking - Understands organization's strengths & weaknesses.
Judgment - Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely decisions.

Motivation - Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence.

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Develops realistic action plans.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Accepts responsibility for own actions; Follows through on commitments.

Quality - Demonstrates accuracy and thoroughness; Applies feedback to improve performance; Monitors own work to ensure quality.
Quantity – Meets productivity standards; Completes work in timely manner; Strives to increase productivity; Works quickly.
Adaptability – Adapts to changes in the work environment; Manages competing demands; Changes approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected events.
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

Dependability – Follows instructions, responds to management direction; Takes responsibility for own actions; Keep commitments; Commits to long hours of work when necessary to reach goals; Completes tasks on time or notifies appropriate person with an alternate plan.

Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; Looks for and takes advantage of opportunities; Asks for and offers help when needed.

Innovation - Meets challenges with resourcefulness; Generates suggestions for improving work; Presents ideas and information in a manner that gets others' attention.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required or preferred. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Individual must be able and willing to travel for meetings.

SUPERVISORY RESPONSIBILITIES
None.

EDUCATION AND/OR EXPERIENCE
One (1) year certification from a college or technical school or equivalent combination of education and experience.  
LANGUAGE SKILLS
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability and willingness to speak in a public setting. Ability to write speeches and articles for publication that conform to prescribed style and format. 
MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY
Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.
TYPING SKILLS

Ability to type 60 words per minute (wpm) preferred; 50 wpm required. 
COMPUTER SKILLS
To perform this job successfully, an individual should have knowledge and experience using personal computers, internet software, Microsoft PowerPoint, Publishing, Excel and Word or equivalent programs.
CERTIFICATES, LICENSES, REGISTRATIONS
Completion of the National Certified Clinical Chiropractic Assistant Training program preferred.  Completion within twelve months of hire required for full-time staff.  Responsible for maintaining an active degree by meeting the required continued education credits. 
BLS Certification required.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to stoop, kneel, crouch, or crawl and taste or smell.  The employee is occasionally required to sit and climb or balance.  The employee must regularly lift and/or move up to 25 pounds and frequently lift and/or move more than 100 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is frequently exposed to toxic or caustic chemicals, and blood borne pathogens.  The employee is occasionally exposed to wet and/or humid conditions, fumes or airborne particles, risk of electrical shock, and risk of radiation.  The noise level in the work environment is usually moderate.

I have read this job description and agree to work as assigned.

___________________________

___________________________________

Employee Signature
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