[image: image1.png]



VOLUNTEER POSITION STATEMENT

TITLE:


Reception Area Assistant
RESPONSIBLE TO:
Volunteer Coordinator, VP for Public Affairs
OBJECTIVE:  Reception Area Assistants perform non-medical functions which enable the agency to provide efficient, quality medical services to clients and other members of the community.  The primary responsibility is to ensure that the front end of the patient services department is orderly and patients’ initial needs are being met.
ESSENTIAL JOB FUNCTIONS
1. Assist patients with completing intake forms.

2. Explain and help assess eligibility for Medicaid and expanded Medicaid coverage programs.

3. Assist patients with completing enrollment forms for coverage programs.

4. Utilize Language Line as needed for the above tasks. 
5. Operate TV/DVD, ensure waiting area is clean, organized, well stocked and bulletin boards are updated. 

6. Assist with re-filing pulled charts. 
7. Distribute and collect patient complaint forms at patients’ request.
8. Make appointment reminder calls.
SHIFT  HOURS

Tuesdays: 5pm to 8pm

Wednesdays:  8:30 to 12noon; 12 to 3pm; 3 to 6pm; 6 to 8pm
QUALIFICATIONS
1. Excellent interpersonal and customer service skills.
2. Legible handwriting.
3. Commitment to patient service and to UHPP values and mission

REQUIREMENTS
1.  Successful completion of 2 hour training program and skills test.

2.  PPD and Flu Immunization.

3.  Signed Privacy Statement and Volunteer Code of Conduct.

4.  Adherence to agency dress code.
I recognize that I am a volunteer with Upper Hudson Planned Parenthood and hereby, certify that I will do my duties to the best of my ability. Inability to perform these duties for whatever reason may result reassignment.

I have read and understand the terms and conditions outlined in this job description.

​______________________________________________________________ Signature/Date

