
 

 
 

ADMINISTRATIVE ASSISTANT 
POSITION DESCRIPTION 

General Statement of Duties:  

The Administrative Assistant is responsible for answering and directing incoming telephone 
calls, greeting and assisting guests and visitors, and providing project and clerical support. 

QUALIFICATIONS 

Education: 

High school diploma or equivalent. 

Licensure & Certification: 

Non-required. 

Experience: 

 Experience working in a general office setting, required.  
 Experience with Microsoft Office software suite, required.  
 Experience working in medical office setting, preferred. 

Skills & Abilities 

 Operate photocopy machines, facsimile machines, and multi-line telephone systems. 
 Follow business office protocol and utilize proper phone etiquette. 
 Operate a computer with a Microsoft Windows operating system. 
 Maintain a courteous, helpful, positive, and composed attitude. 
 Read, understand, and follow oral and written instructions. 
 Sort and file materials correctly by alphabetic, numeric, or other designated method. 
 Establish and maintain effective working relationships with patients, employees, physicians, 

and the public. 
 Prioritize tasks and follow them through to completion in a timely manner, with minimal 

supervision. 
 Manage multiple tasks simultaneously. 

ESSENTIAL FUNCTIONS 

 Receive incoming telephone calls, direct calls appropriately, or take an accurate message as 
needed. 

 Fax and photocopy documents as needed.  
 Prepare new patient admission packet, labels, and chart.  
 Maintain supply of new patient and nursing packets. 
 Edit and distribute patient schedule.  
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 Coordinate getting all needed records/orders for transfer-in (and visitor patients, if 
requested) and make chart/clipboard.  

 Enter patients into Electronic Medical Record and other Puget Sound Kidney Centers (PSKC) 
systems as requested.  

 Distribute inter-office and incoming mail in a timely manner. 
 Prepare outgoing mail for pickup. 
 Arrange for copy machine repairs as needed. 
 Print out 911 information for emergency situations as needed.  
 Prepare and distribute patient birthday cards. 
 Maintain patient locker lists and keep updated (task assignment is dependent on location). 
 Maintain and update Tri List and Home Pt list.  
 Monitor office supply inventory and order as needed.  
 Run reports and distribute as requested.  
 Perform Administrative Coordinator job tasks and functions in the coordinator’s absence or 

as requested by the Administrative Supervisor (including but not limited to mail sympathy 
cards, post expiration/ transplant notices, sign in new or visiting patients).  

 Process Admission Record changes and distribute to staff. 
 Distribute educational and communication materials to patients and other staff as needed.   
 Print, label, and distribute Standing Orders. 
 Maintain inventory of all medical forms. 
 Fax nursing home information as instructed.  
 Coordinate with Home Department for home patient mailings.  
 Monitor fax machine and promptly distribute faxes to staff mail boxes. 
 Fill copy and fax machines with paper. 
 Routinely check unit administrative inboxes (frequency is based on location). 
 Run emergency reports and maintain unit emergency backup notebook.  
 Distribute access list to nurses at end of each month. 
 File and maintain all medical records. 
 Coordinate meeting room schedule. 
 Maintain and distribute guest Wi-Fi vouchers to patients and guests. Complete required 

forms and submit information to Information Systems Department per policy.   
 If other staff not available (social workers, etc.), assist patients with contacting 

transportation companies. 
 Archive medical records (task assignment is dependent on location). 
 Update administrative tracking file on new and transfer in patients. 

OTHER FUNCTIONS 

 Provide clerical and project support to other departments with prior approval and as 
directed by the Administrative Supervisor.  

REQUIREMENTS 

Physical Demands: 

 Sitting for long periods of time. 
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 Stooping, bending, and stretching for files and supplies. 
 Occasional lifting of files or paper weighing up to 30 pounds. 
 Near visual acuity is needed to perform various clerical functions. 
 Reaching, handling, and finger dexterity which are necessary to operate various office 

machines.   
 Talking and hearing are necessary for communication with patients, staff, and others. 

Mental Demands: 

 Occasional stress from dealing with ill people. 
 Analyzing data for accuracy. 
 Computing numerical data. 
 Evaluating appropriateness of documentation. 

Other Requirements: 

 Comply with all PSKC policies and procedures. 
 Attend all mandatory PSKC in-services and staff meetings. 
 Maintain the confidentiality of employer, employee, and patient records. 
 Complete tasks accurately and efficiently. 
 Completely understand and comply with PSKC’s chain of communication and grievance 

procedures.  

EQUIPMENT & SOFTWARE USED 

 Computer and computer-related equipment. 
 Microsoft Word, Access, and Excel software. 
 Postage meter. 
 Facsimile and copy machines. 
 Telephone. 
 Other equipment and tools necessary to perform the functions of the position. 

WORK ENVIRONMENT 

 Potential exposure to bloodborne, respiratory, and airborne diseases.  
 Occasional stress due to heightened workload. 
 Typically quiet with occasional periods of heightened traffic through work area, increased 

noise level, and interruptions. 

JOB RELATIONSHIPS 

Supervision by: Administrative Supervisor  
Workers supervised: None 

NOTICE REQUIREMENTS 

To resign this position in good standing, the employee must give 14 days’ notice, in writing, to 
their supervisor and Human Resources. Employees who have successfully completed their 



 
 

Page 4 of 4 
 

orientation period and provided this advance notice of resignation will receive the value of any 
accrued Personal Time-Off (PTO). 

 

This position description is not an employment contract. Management has the exclusive right 
to alter this position description at any time without notice. 


