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HILL COUNTRY COMMUNITY ACTION ASSOCIATION, INC.

JOB TITLE:

Counselor/Clinic Assistant

FLSA STATUS:         Non-Exempt



REPORTS TO:
Director of Clinics/Education

EFFECTIVE DATE: June 1, 2010 

SALARY RANGE:





HEADQUARTERS:  Hillsboro
POSITION SUMMARY:

The Counselor will maintain day to day operation of the Family Planning field office, inform and educate individuals as to the services available, provide services in accordance with the program’s written policies and procedures, and perform assigned duties appropriate for the service delivery area.  

ESSENTIAL JOB FUNCTIONS:

1) Determine patient eligibility.

· Complete Eligibility Form 2025 accurately and completely.

· Screen and apply eligible clients to the Women's Health Program.

· Inform client of his/her eligibility status and estimated charges.

2) Provide services relative to patient’s medical care.

· Obtain and record medical history prior to medical examination.

· Complete necessary forms prior to clinic appointment.

· Assist in clinics in the capacity assigned which may include:

· Taking patient’s height, weight, and blood pressure;

· Performing lab services including hemoglobin, urinalysis, and pregnancy testing

· Assisting  physician in exam room;

· Post-counseling; dispensing drugs; collecting patient fees.

· Provide blood pressure checks per protocol on patients receiving oral contraceptives.  Document encounter on appropriate form.

· Provide pregnancy testing on a walk-in basis.  Document this encounter on the Request for Pregnancy Test form.
3) Provide education and counseling services.

· Provide initial patient education, method specific counseling, and problem counseling per protocol.

· Provide HIV risk assessment to new and continuing clients annually.

· Provide HIV/AIDS education to all new clients and those returning for annual examination as indicated by their risk assessment and to any other individual requesting information on AIDS.

· Provide referral information for Counseling and Testing as needed.

· Refer clients as deemed necessary by the clinician or per protocol.

· Document all counseling and referrals on the Counseling Encounter form and submit original to the Central Office with other clinic papers.

· Present videos on Family Planning and AIDS to clients on an individual basis or in a group setting.

· Maintain an adequate supply of pamphlets and handouts for distribution to clients.  Requisition materials as needed.

4) Collect patient fees.

· Calculate patient fees, if applicable, based on services provided, using the “Services Rendered Form” and “Sliding Fee Scale.”

· Collect patient fees at the time services are supplied.

· Maintain change fund necessary for collecting patient fees.

· Maintain records relative to patient fee collection, including Services Rendered Forms, ROA receipts, deposit slips, and ledger cards.

· Deposit fees collected in the local bank account each Friday, unless otherwise instructed.

· Submit deposit slips and corresponding Services Rendered Forms and ROA receipts to the Central Office after each deposit.

5) Maintain Class D Pharmacy.

· Maintain adequate supply of contraceptives and drugs, requisitioning supplies from the Central Office as needed.

· Provide prescription drugs or devices to participants in accordance with Class D pharmacy policies and procedures.

· Maintain pharmacy records in accordance with Class D pharmacy policies and procedures.

· Submit pharmacy distribution sheets to the Central Office as instructed.  Check all prescription drugs on hand against ending inventory on distribution sheet prior to submission.

6) Maintain patient records.

· Maintain individual patient records per protocol.

· Submit patient visit records promptly to the Central Office following each clinic.  Prior to sending records, check for accuracy.

7) Perform other duties necessary for clinic operation.

· Recruit individuals through group education or person to person contact.

· Maintain adequate supplies for office and clinic operation, requisitioning supplies as needed.

· Answer telephone, pick up and deliver mail to post office.

· Attend conferences, workshops, and seminars as assigned.

· Mail follow-up notices or revisit notices as needed.

· Follow up on any abnormal findings; initiate referrals as needed.

· Perform janitorial duties as needed in maintaining office, exam rooms, lab area, waiting room, and restroom.

· Other duties as negotiated.

EMPLOYMENT STANDARDS:

Education/Experience: Any combination of education and experience that would provide the required skill and knowledge for successful performance would be qualifying.  Typical qualifications would require a High School Diploma.  Preferred education:  Credential related to counseling, Associate's or Bachelor's in Counseling/Social Work, LVN or  Certified Medical Assistant (CMA).  Preferred experience:  Knowledge of working in a medical environment and standard office procedures.
Knowledge of: Correct English usage (Preferably Bilingual), grammar, spelling, and punctuation; modern office methods and procedures; equipment, and filing systems. Microsoft office programs:  Word and Excell.
Skill at: Strong organizational skills, with the ability to pay attention to detail.  Ability to learn and implement language, communication, and counseling techniques related to clinicians and to the family planning program.  The C/CA must have the ability to work effectively as a team member, and have well-developed written, verbal, and interpersonal skills.  Must have the ability to relate family planning principles to any person requesting this information, and maintain good public relations within the community; bi-lingual skills are encouraged.  Must be able to maintain records, compile reports, and clearly understand and implement written or verbal instruction. Requires the ability to work effectively with individuals from various ethnic, socioeconomic, educational, and cultural backgrounds.  Ability to identify, assimilate, comprehend, and resolve elements of various client situations (initiate solutions without constant supervision).

Ability to: Perform tasks effectively and efficiently; plan and schedule work and implement directives independently; portray a professional appearance and employ appropriate conduct when representing the agency.
Other:  No record of a conviction which would contraindicate employment.

Must have a valid Texas driver’s license and a reliable vehicle with current vehicle liability insurance.

Must comply with all HCCAA Policies and maintain confidentiality in all phases of agency operations.

EQUIPMENT TO BE USED:
Must be able to operate a computer and other office machines such as fax, calculator, copier, and telephone.  

TYPICAL PHYSICAL DEMANDS:

Requires prolonged sitting.  May require lifting up to 40 pounds, standing, bending, and reaching. Requires manual dexterity sufficient to operate standard office machines such as computers, fax machines, calculators, telephones, and other office equipment.  Requires normal range of hearing and vision.

TYPICAL MENTAL DEMANDS:
Must handle new and diverse work problems on a daily basis.  Personal maturity is an important attribute. Must be able to resolve problems, handle conflict, and make effective decisions under pressure.  Must relate and interact with employees at all levels within the Agency.

WORKING CONDITIONS:
May be necessary to work under pressure conditions outside of the normal 8-5 work day, Monday through Friday.  Must provide vehicle for agency reimbursed travel.   Occasional out of town and overnight travel. There are no hazardous conditions associated with the performance of this job.  All information associated with the Agency is confidential.

EMPLOYEE BENEFITS:

Accrual of sick and vacation time, hospitalization insurance, employee paid group dental insurance, life insurance, long term disability insurance, 401(k) retirement plan, 125 Flexible Benefit Cafeteria Plan, and up to 10 paid holidays per year.

ACKNOWLEDGEMENT AND RECEIPT:
I have read the job description for Administrative Assistant and acknowledge its receipt with my signature below.  I feel that I am qualified and able to perform all duties as outlined.  I also understand that any false misrepresentation of facts regarding my qualifications is grounds for immediate termination.  I understand that my job duties may not be limited to those listed as the exact nature may vary as program, project elements, and priorities change in the future.  I understand that this job description may be updated as needed.

Employee Signature:_______________________________
  
Date:__________________

Supervisor Signature:_______________________________          
Date:__________________

Routing:

Original with signature – Personnel File, Central Office

Copy – Employee
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