Ocala Orthopaedic Surgery
Job Title: Patient Admission Clerk
Center
Reports To: Center Leader
Job Description FLSA Status:  |Non-Exempt
Date Revised: Mar-21

POSITION SUMMARY:

Patient Admission Clerk is a non-licensed employee who screens the patients for possible COVID infection in the vestibule or
exposure and reports to the Front Desk, Nursing Department and Business Office.

QUALIFICATIONS:

e High School Diploma or GED
¢ Ability to speak and understand the English language
Strong ethical and moral character references

Basic computer skills
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Lobby/Vestibule:
e Assemble appropriate supply of masks, hand sanitizer, pens, attestation forms, clipboards and keep tidy

e Greet patient and introduce self, confirm identifiers

e Maintain social distancing by admitting one patient at a time through the lobby door

e Ensure patient has a face covering on. If the patient arrives wearing a bandana or if their mask is soiled or
ill fitting, a disposable surgical mask will be provided to the patient immediately

e Complete temperature check per facility policy and document accurately. Communicate with nursing staff

immediately if temperature is >99.9

Ensure completion of COVID-19 attestation that patient has quarantined since COVID test and remains

symptomatic. Notify nursing staff and front desk if patient did not quarantine

Direct patient to sanitize hands

e Accompany patient to assigned chair in lobby to maintain social distancing

e Give receptionist the completed attestation to place in patient folder

* Follow same admission process for essential visitors as directed by supervisor

e Follow all Infection Control policies and procedures

e Perform appropriate hand hygiene before and after each patient encounter

e Clean and disinfect all high touch surfaces and equipment between patients

e Maintain safe environment

e Complete frequent lobby restroom checks to keep toilet paper, paper towels and soap adequately stocked

e Keep floor free from debris, clean, and sanitize touchable surfaces

e Communicate to Stage li / PACU nurses about driver status

e Regular and predictable attendance

e Perform other duties as assigned

Infection Control:

e Wear appropriate attire and PPE
e Follow universal precautions
e Practice recognized principles of cleanliness and sanitation
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