STATE OF NEBRASKA
CLASS CODE:
I79680

CLASS SPECIFICATION
SALARY GRADE:
225

EST: 09/78 - REV: 03/01
OVERTIME STATUS:
N
PATIENT SERVICES REPRESENTATIVE

DESCRIPTION:  This is service oriented work in the areas of patient care, transportation and personal property management at a state institution.  The nature of work performed in positions assigned to this class is of average difficulty.  Incumbents have considerable contact with patients, patients' families, institutional staff and the general public.  Supervision is provided through established policies and procedures with latitude given in the development of work sequences within these guidelines; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Provides assistance in the institutions' admission and discharge procedures.

Maintains accurate inventory of patient property and valuables throughout the patient's tenure at the institution.

Opens, sorts and delivers all incoming patient packages and mail.  Logs all items which are received and delivered to patients.

Maintains ongoing inventories and records of expendable items on wards. Prepares and fills requisition for supplies.

Assists in the recording and handling of patients' financial resources. Purchases clothing and other personal articles from public and private funds (on an as needed basis).

Escorts and transports patients to activities and appointments outside of the institution.

Assists in the immediate para-professional nursing care of patients (on an as needed basis).  Notifies the proper authorities in the case of patient elopement.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  institutional admissions and discharge procedures; principles of inventory control and recordkeeping; institutional policies pertaining to patient confidentiality rights; institutional mail room operations; principles of patient developmental care and treatment.

Skill in:  operations of various office equipment machines; operation of light and medium weight motor vehicles.

Ability to: follow both oral and written instructions; maintain effective working relationships with patients, institutional staff and the general public; maintain accurate records.

PATIENT SERVICES REPRESENTATIVE (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A general qualification guideline for positions in this class is a high school education with one to two years institutional nursing care experience.  Incumbents should possess a valid Nebraska Drivers' License.

