Clinical Support I

SUMMARY: 

Provides administrative assistance to a university health/medical department and/or program.

DUTIES AND RESPONSIBILITIES: 

1. Staff reception desk, answer phones, assist in-person patients with questions and information.

2. Pull and file patient medical records.

3. Photocopying as needed.

4. Assist with other various administrative and desk duties.

5. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to use computers and other basic office equipment.

· Ability to follow specific instructions and procedures.

· Pursuing a Health Sciences degree preferred, but not required.

· Must be knowledgeable of and follow HIPPA law regarding patient confidentiality.

