Southern OK Treatment Services, Inc.

Administrative Assistant


POSITION DESCRIPTION

Under general supervision performs variety of complex, responsible, and confidential secretarial and administrative duties requiring a thorough knowledge of organizational procedures and precedents.  These duties will include, but not be limit to:

· Provide clerical assistance to staff members;

· Provide billing assistance to staff members;

· Track and monitors Prior Authorizations for accuracy and deadlines;

· Prepares weekly billing reports;

· Operate a multi-line telephone console;

· Greet and give routine information to the public;

· File the clinic case records on a daily basis in a locked secure area;

· Perform routine clerical work such as typing, filing, and mail processing;

· Coordinate operations and personnel so as to ensure efficient and profitable operation;

· Use independent judgment within the framework of established policies and objectives in decisions affecting clinic activities; and 

· Monitor health, safety and cleanliness issues of the facility.  

RESPONSIBILITES

1. Plans, examines, analyzes, and evaluates clinic operations;

2. Coordinates clinic activities with interrelated activities of other clinics for optimum efficiency and economy;

3. Orders supplies and equipment as needed;

4. Properly handles mail duties of clinic as follows:

· Reads and routes incoming mail;

· Prepares outgoing mail.

5. Properly handles duties in regards to telephone operations:

· Maintains records of long distance calls;

· Receives calls and gives appropriate information to callers;

· Screens and routes calls to appropriate destination; and

· Obtains and records caller’s name, time of call, nature of business, and person called upon.

6. Operates office machines, including computer, calculator, copy machine, fax machine and others as needed.  Maintains all office equipment in working order;

7. Identifies and resolves operational problems;

8. Develops and implements alternative methods for work improvement;

9. Develops relationships with clinicians, clients, and community/civic organizations to promote goodwill and generate new business;

10. Greets visitors, staff, and others in a professional and courteous manner;

11. Ascertains the nature of business of visitors and/or callers and directs them to appropriate person;

12. Conducts facility health/safety inspections and emergency drills as directed by Policy and Procedures;

13. Types/prepares reports, business correspondence, memos, schedules, and other statistical data.  Adds and checks columns of figures.  Checks and tabulates clinical statistical data;

14. Prepares reports and records for management and staff review/information;

15. Prepares weekly billing reports;

16. Reviews clinic billing reports to ensure operation efficiency and quality control;

17. Sets deadlines as governed by OFMQ requirements in regards to:

· Treatment plan submission format and standards;

· Submission of “Status Requests” and other request for information from OFMQ;

· Provides therapist and other personnel of pending and/or extension deadlines and requirements in a timely manner;

· Monitors submission of information requested from therapist;

18.   Audit’s progress notes for billing requirements;

19.   Prepares periodic budget estimates and reports as requested/needed.  Keep accurate records in regards to receipt and spending of any and all petty cash money;

20. Establishes and maintains all files and records according to adopted standards;

21. Maintains appointment schedules and calendars;

22. File case records on a daily basis to keep current and complete.

23.  Arranges clinic meetings, assists in agenda preparation, gather information, and contacts meeting participants with information necessary for their participation;

24. Utilizes established policies, procedures, and practices to develop and coordinate clinic activities and functions;

25. Other duties as assigned.

Knowledge of:

Operation of the phone, fax, and computer office systems.

Proper and accurate billing procedures regarding rules and regulations.

Case record filing procedures

Skilled at:

Tracking and monitoring staff schedules and client appointments.

Processing the paperwork receive for accuracy and timely reimbursement for services rendered.

Maintaining accurate and complete case records.
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