SAINT ELIZABETH HOME


JOB DESCRIPTION

Position:
Receptionist
Department:
Administration

Reports To:
Front Desk Supervisor
Listed below are the duties and responsibilities you will be required and expected to perform as Receptionist.  In addition to the duties and responsibilities specifically for your position, you will also be expected to work with everyone throughout the facility as an effective member of our organizational team.  These expectations are also listed in this job description.

The duties, responsibilities and expectations listed in this job description will be used as a basis for all of your performance evaluations.  You should refer to this document as often as necessary so you are completely aware of what is expected of you and what you will be evaluated on.

Every effort has been made to make your job description as complete as possible.  However, it in no way states or implies that these are the only duties you will be required to perform.  The omission of specific duties, responsibilities or expectations does not exclude them from the position if they are related or logical to the position.


PRIMARY PURPOSE OF YOUR JOB POSITION

To warmly greet all those who enter our facility and to direct them to the proper location.  Receives all incoming calls and directs them to appropriate party.  Serves as an information center for visitors, residents and other staff members.  Completes assignments for several departments. 
MAJOR DUTIES AND RESPONSIBILITIES

· Answer telephone and direct calls to appropriate party.  Screen Administrator, Vice President of Strategic Initiatives and President telephone calls. 

· Greet visitors/business people and have them log in and out on the daily log sheet.  

· Direct visitors to their appropriate destination/unit.

· Have visitors from the Department of Health log in the blue book.  You must verify their identification.  Notify Director of Nursing upon their arrival.

· Sort incoming mail and deliver mail to appropriate parties.  Sort resident mail by unit (volunteer will deliver mail to units).

· Prepare outgoing mail for postman

· Keep accurate listing of residents who receive a newspaper.  Sort newspapers for delivery.  Write residents room number on each newspaper.

· Make announcements as needed.  
· Help promote special events/raffles for TR department and Friends Group by selling tickets.

· Sells lunch tickets, stamps and dress down day stickers to employees.  Maintain accurate cash bags for all.

· Maintains daily census book and census cards. 
· Maintains resident directory.  Keep admissions, discharges and room changes up to date.  Refer to Optimus for resident listings.

· Transcribe medical dictation.

· Types for various department heads as needed (i.e. nursing and social services).

· Mail out admissions packets for those who request information about the home and about getting a family member on the waiting list/admitted.

· Keep night and weekend receptionist informed of current events and of policy and procedure changes.

· Takes applications for employment and forward them to the Human Resource Department.

· Distributes paychecks to staff

Other Expectations

 Attendance and promptness.

 Displays a commitment to learning and improvement by attending and participating in staff meetings, inservices, and seminars and by working with others on improving problem areas.

 Demonstrates motivation to excel.

 Maintains the confidentiality of all resident care information.

 Ensures resident privacy, respect, and dignity.
 Establish relationships with residents that support, nurture, and encourage the philosophy of growth, optimal living and wellness.

 Exemplifies excellent customer service towards the residents, families, volunteers, visitors, and staff by quickly and appropriately anticipating and responding to their needs.

 Values and respects the efforts and opinions of others throughout the facility.

 Maintains positive communication with other departments.

 Encourages and support other staff members.

 Shows initiative by taking action in a reliable and dependable manner without being asked and works steadily with minimum supervision.

 Accepts and respects decisions made by supervisors and administration.

 Keeps the lines of communication open by listening to and articulating problem/needs and by sharing information, ideas, and suggestions with others.  Willingness to clearly state perspectives.

 Shows a willingness to serve by performing tasks outside of assigned duties and offering assistance without being asked.

 Communicates problem areas and shares information, ideas, or suggestions.

 Assists and works with fellow employees and works with others on improving problem areas.

 Maintains a professional demeanor.

 Conveys a positive attitude in regards to the representation of the home to others.

 Follows departmental policies and procedures, including appropriate dress code.

 Observes and follows infection control procedures.

 Observes and follows all safety policies and procedures of the facility including fire drills, emergency preparedness, evacuation, etc.

 Maintains work environment in a clean, orderly, and sanitary manner.
Resident’s Rights/Philosophy

 Maintain the confidentiality of all resident care information.

 Ensure that you treat all residents fairly, with kindness, dignity and respect.

 Respect each resident's need for privacy.

 Create a nursing home by example that will be viewed as a positive transition of life for residents.

 Anticipates and exceeds the expectations of our residents by providing exceptional health care balancing spirit, mind and by providing a comfortable, safe and attractive home for each resident that encourages supportive relationships.

 Meet the changing needs to the resident through innovative program.

Working Conditions

 Is subject to frequent interruptions.

 Is involved with residents, personnel, family members, visitors, government agencies/personnel, etc., under all conditions and circumstances.

 Is subject to hostile and emotionally upset residents, family members, personnel and visitors.

 Is willing to work beyond normal working hours and on weekends and holidays and when necessary.

 Is subject to exposure to infectious waste, diseases, conditions, etc.

 Is subject to falls, burns from equipment, odors, etc. throughout the workday.
QUALIFICATIONS

High School Diploma.  Ability to communicate well with others in a pleasant and curtious manner.  Possess the ability to multi-task.  

ACKNOWLEDGEMENT

I have read this job description and fully understand the requirements set forth therein.  I further understand I will be evaluated on these requirements.  I hereby accept the position of

Receptionist and agree to abide by the requirements set forth and will perform all duties, responsibilities and expectations to the best of my ability.

I further understand that my employment is at-will and thereby understand that my employment may be terminated at-will by the facility or myself with or without notice.

 ___________________________________________

_____________________

Signature of Employee





Date

