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[bookmark: example-of-admin-secretary-job-description]Example of Admin Secretary Job Description
Our innovative and growing company is looking to fill the role of admin secretary. Please review the list of responsibilities and qualifications. While this is our ideal list, we will consider candidates that do not necessarily have all of the qualifications, but have sufficient experience and talent.
[bookmark: responsibilities-for-admin-secretary]Responsibilities for admin secretary
· Medical Record requests
· Police and Fire Co
· Patient calls
· CVA/TIA report
· Transfer report
· EKG report
· Restraint report compliance
· DUI forms
· Seizure reporting
· Maintaining and organizing on-call schedules from multiple departments
[bookmark: qualifications-for-admin-secretary]Qualifications for admin secretary
· Clear understanding of Confidentiality and Information Governance
· Position requires the exercise of independent judgment and discretion
· Comprehensive organizational skills, ingenuity, and creativity and the ability to solve problems independently
· Considerable skill in determining requirements/logistics for conferences and to develop, plan and negotiate for best pricing and service and to present the total package to management for final approval
· Considerable oral and written communication skills and the ability to interact with internal and external contacts at varying levels of authority and to achieve established goals to the benefit of the manager
· Considerable knowledge and skill in filtering heavy volume of electronic mail received by the manager and bringing priority items to the prompt attention of the manager and/or other key staff
