Clerk-Typist

JOB SUMMARY:

Organizes and completes all clerical duties m the office of the Director of Housekeeping. These duties include' answering telephones; typing correspondence, memorandums, and statistical data; filing; scheduling business meetings, monthly reports, materials control, and traveling arrangements. Must have tact concerning the handling of people and be accurate in all duties performed.

ESSENTIAL FUNCTIONS:

1. 
Composes and types correspondence and other such material. Files all documents, paper, letters, and records. Answers telephone in the Housekeeping offices and Director of Housekeeping's office. Takes messages and routes personnel to trouble calls.

2.
Keeps confidential employee fries updated. Performs payroll duties, such as time and wage computation, absenteeism, vacations, and sick time for the Housekeeping Department. Prepares statistical reports for administration. 

3. 
Maintains minutes of Housekeeping Department employee meetings. Posts bulletin board memorandums. Opens and sorts incoming mail. Dispatches outgoing mall. Orders departmental and office supplies. Keeps files of requisitions and monthly accounts payable distribution reports, PTO accrual printouts, census summary reports, and confidential labor distribution reports. Assists the Coordinator of Employee Activities/Patient Relations by daily confidential information concerning patient birthdays.

4.
Keeps files of employee lockers throughout the hospital. Assists the Director of Housekeeping in the completion of all budgets (capital, expense). Responsible for the sorting and distribution of employee payroll checks. Works with wage scale during employee merit increases on salary adjustments, and maintains records of all increases. Processes all paperwork to personnel. 

5.  
Keeps updated procedures manuals, department, safety, and disaster preparedness manuals. Also takes responsibility for the Administrative Policies Manual in the Housekeeping Department.

6. 
Responsible for assigning schedules for each employee to an authorized work area, to be posted daily. Takes responsibility for the arrangement of schedules to maintain adequate work in the Housekeeping Department due to sickness, vacations, scheduled time off, etc. responsible for assigning paid time off, in conjunction with the Director.

7.
Serves as Assistant Secretary to the Safety and Incident Committee' Attends meetings in the absence of the Secretary, maintains attendance records and minutes for the meeting.

8.
Responsible for the Quality Control Report to Administration, working with supervision in the preparing of the monthly inspection calendar. 

9.
Responsible for all Pest Control complaints for the hospital, working with the individual areas, and then contacting the exterminator.

10.
Responsible for the overseeing of all upholstery request within the hospital, contacting upholsterers, and billing and submitting SPRs to Purchasing upon completion of work.

ADDITIONAL RESPONSIBILITIES

Occasionally does typing for the Laundry Department. requires department head approval.  All paperwork mentioned requires department head approval

EDUCATION:

High school graduation or equivalent required.  Secretarial/clerical courses desired.

KNOWLEDGE, SKILLS AND ABILITIES:

1. 
On-the-Job training: Should be familiar with general and clerical office routines, such as typing, filing, and recording.

2.
Dexterity, speed, and accuracy in use of office equipment.

3.
Ability to work efficiently and accurately in an atmosphere of frequent interruption.

4. 
Tract, courtesy, and initiative in handling routine problems for Department Administration.

5.
Ability to handle a large volume of routine accounting and scheduling daily and to manage time wisely in order to complete secretarial work.

