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 NEW HORIZONS REHABILITATION SERVICES, INC.

POSITION DESCRIPTION
POSITION TITLE 
Branch Secretary







EMPLOYEE:











PROVIDER NUMBER:


EMPLOYEE NUMBER:




CLASSIFICATION:
Non-exempt

REPORTS TO: Branch Manager



LOCATION: 
Assigned Branch

DEPARTMENT:
Clerical_______


Position Summary: 
Under the supervision of the Branch Manager, is responsible for the organization, typing and timely completion of Branch paperwork, including data entry of consumer information & updating consumer files.  Responsible for greeting visitors & operating the branch phone system.  Represents the agency in a professional manner.

Essential Duties/Major Responsibilities:
1. Under the supervision of the Branch Manager, is responsible for the organization, typing and timely completion of Branch paperwork, including data entry of consumer payroll information, attendance and billing.  

2. Running of reports & organization of CAPS sheets, and Job Masters relevant to Industrial contracts.

3. Responsible for the orderly, up to date maintenance of branch Consumer Master Files, including setting up new files.

4. Responsible for the daily entry of CAPS.  Completes daily/monthly attendance procedures and updates/transfers computer generated records/reports.

5. Open, date stamps, and distribute Agency mail.  

6. Distribute inter-office mail and maintain postage machine for Branch.

7. Represents the Agency and the Branch Manager in a professional manner.  Maintains a neat and professional work environment.  Monitoring the daily appearance of the reception area. 

8. Attend required Agency and branch meetings.  Record and transcribe minutes of meetings as assigned. 

9.  Maintain CARF manuals.

10. Responsible for greeting visitors and operating branch phone system, answer and screen call and record messages.

11. Operate office equipment, such as copy machines; fax machines, word processing equipment and shredders.

12. Monitor inventory and order office supplies for the branch as needed. 

13. Maintain branch staff attendance, and maintain organization of branch records relevant to meeting minutes, purchase requisitions, invoices received, etc.

14. May be responsible for maintaining the branch petty cash.

15. Work closely with MIS department in the operation of agency procedures relevant to computer systems.

16. Uphold stated Agency rules, regulations and policies, including confidentiality of consumer information

17. Abide by HIPAA regulations of confidentiality as outlined in the Personnel and Agency manuals.

18.  Uphold Michigan Department Community Health code and regulations concerning the rights and care of consumers served.

Secondary Duties

1. Maintain a positive work atmosphere by behaving and communicating in a manner that is conducive to good relationships with customers, consumers, co-workers and supervisors.

2. Monitor equipment for service/maintenance repairs.

3. May be assigned to train and supervise consumers on clerical tasks for the purpose of assessments in readiness for employment.
4. Perform additional duties as assigned
Management/Supervisory/Lead Responsibilities/Equipment: 
· Consumers assigned for training;

· Office equipment as assigned leased or owned.
Education and Experience:

· High school diploma or equivalent;

· 2 years general office experience, with preference given to secretarial experience, and data entry/computer operations.

Ability to: 

· Operate computers, printers, copiers, and any other equipment commonly utilized for responsibilities;
· Communicate effectively, verbally and in writing;
· Recognize and set priorities, and to plan, coordinate and organize own work;
· Communicate effectively with diverse population;
· Relate to and work with consumer and staff with respect and dignity;
· Establish and develop a “team approach” to services and support necessary to enhance quality rehabilitation services to consumers served.
Skilled in:
· Reading, writing, speaking and understanding the English language;
· Working effectively, in daily activities as well as addressing problems and unique situations;
· Computer skills/knowledge of Microsoft word, Excel and other basic office productivity software;
· Using independent judgment and making good decisions when resolving problems relating to employees and consumers;
· Problem analysis and resolution;
· Demonstrated word processing, typing (40 WPM), grammar, proofreading, and clerical ability;
· Basic math functions;
· Exceptional expressive and receptive language skills.
Physical Expectations:

· Lifting and carrying 35 pounds;

· Speaking ability;

· Acceptable hearing;

· Ability to use hands; 
· Corrected vision acceptable for quality work.
Technical, Vocational or Academic Elements:

· Organizing and coordinating schedules;

· Analyzing and interpreting date;

· Problem-solving/conflict resolution;

· Communicating with the consumers, staff, and funding sources;

· Increase knowledge through seminars, workshops or job related courses.

Approvals:
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_______________________________


January 8, 2010

Stan A. Gramke, President/CEO
Date

___________________________________
___________


Employee Signature
Date

	Employee signature to be obtained after approval from Compensation and Benefits. The employee’s signature acknowledges the employee has reviewed and understands his/her position description.
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