JOB POSTING
December 10, 2010


CLERK INTERPRETER
2 positions
Duties:
1. Provides verbal and written Spanish translation services for all GBMS centers and transportation services as requested.

2. Greets/welcomes Spanish-speaking patients to determine services and/or other needs that are required.  Monitors waiting area to insure that patients and family member’s needs are addressed and that the lobby area is tidy.  Assists new Spanish speaking patients with the completion of their registration information. 

3. Participates in outreach initiatives targeting the Spanish speaking community.

4. Answers incoming telephone calls, determines purpose of callers, and forwards calls to appropriate personnel or department.

5. Receives, sorts, and routes mail.  Maintains and routes publications to the various offices/ centers.

6. Maintains fax machines.  Retrieves and routes incoming faxes.

7. Provides back up to the Medical Records Clerk and Telephone Receptionist during peak periods and absences.  
8. Performs clerical duties such as filing, photocopying, and collating.

Minimum Knowledge, Skills, and Abilities: 

1. High school diploma (or equivalent) required.

2. Fluent in English and Spanish (accuracy in verbal and written interpretations/translations).

3. Must be detailed-oriented.

4. Previous medical office experience preferred.

Center:  
Baden (may travel to other sites)
Walker Mill   (may travel to other sites)

Salary:
Starting salary dependent on qualifications

Hours:    
Full time 80 hours per pay period

To be considered for this position:

Internal candidates - complete a Position Transfer form and forward to HR

External candidates - fax resumes to HR at 301 599-0463

