
Our company is growing rapidly and is looking to fill the role of access
coordinator. Thank you in advance for taking a look at the list of responsibilities
and qualifications. We look forward to reviewing your resume.

Responsibilities for access coordinator

Create and maintain a scheduling and programming log
Maintain Public Access facility and equipment in a neat and orderly manner
Maintain and organize program tape library
Maintain accurate records of daily programs, schedules and other related
Public Access activity
Provide training to local access producers in video techniques
Inspect equipment and related paper work, demonstrate the use of field
equipment and editing suite
Solicit and maintain community notices for airing on the public
access/community bulletin board
Manages patient billing
Must be able to perform all duties of the Access Coordinator I
This position must be able to perform all duties of the Access Coordinator I &
II level and other duties to support the patient care activities as needed

Qualifications for access coordinator

Understanding of ADA, Joint Commission and ODH standards
Strong time and project management skills and the ability to work quickly
and efficiently, multi-task and prioritize in a fast-paced environment, and
under deadline pressure
Ability to drive vehicle in a safe and responsible manner
Ability to use, handle, and manipulate objects such as paper, pencils,
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Knowledge of writing for audio and video production


