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https://lwww.genclassifieds.com/x-739203-z

Location

QR Code Link to This Post | need to help me Office furniture and boxes around to prepare for painters & cleaner who are

'll pay $230 Bucks each guys.

coming tomorrow. About 2 or 3 hours. Email me asap. |
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We are immediately hiring Part Time Day Care Receptionist No experience is needed. If you are looking for a job please send over your first and last name and a good
contact number and someone will be contacting you shortly. Thanks and have a great day!
Reply with your name & phone number ASAP.,



We are currently in search of Mail Room workers for 1st &3rd shift for a well established printing company in the Area.
This is light production work, no heavy lifting, ongoing assignment. 15 positions to fill this week. 7am-3:30pm///4pm-

11:30pm. $23 per hour. 40+ hours week.
Reply with your name phone number ASAP.

OVERALL RESPONSIBILITIES
BE ACCOUNTABLE FOR ALL TRANSACTIONS PERFORMED DURING YOUR SCHEDULED SHIFT AND CORRECTLY FOLLOW BANKING-OUT AND SHIFT

CLOSING PROCEDURES.
RESPONSIBLE FOR KEEPING WORK AREAS SAFE AND CLEAN.
PROVIDE ACCURATE, DESCRIPTIVE HOTEL AND CITY INFORMATION TO ALL CALLERS. BE KNOWLEDGEABLE OF HOURS OF OPERATION FOR ALL

HOTEL FACILITIES.

HAVE A THOROUGH UNDERSTANDING OF ALL GUESTROOM LOCATIONS AND THEIR AMENITIES.
HANDLE MAIL AND MESSAGES PER PRESCRIBED PROCEDURE.

CONSTANTLY PRACTICE TEAMWORK; SET A GOOD EXAMPLE OF RESPONSIBILITY AND ADHERENCE TO COMPANY POLICY FOR OTHERS TO FOLLOW
AND

ESTABLISH A POSITIVE IMAGE.
KNOW AND BE ABLE TO CARRY OUT SPECIFIED DUTIES IN THE EVENT OF A FIRE ALARM, BOMB THREAT, GUEST OR EMPLOYEE MEDICAL

EMERGENCY, AND SYSTEM FAILURE.
ANSWER PHONES PROMPTLY IN A POLITE AND PROFESSIONAL MANNER USING THE STANDARD PHRASEOLOGY. USE ASSOCIATE'S NAME WHEN



ANSWERING ALL IN-HOUSE CALLS. RESPONSIBILITY FOR ROUTING INCOMING CALLS TO THE RIGHT DEPARTMENT, GUESTROOM, MEETING ROOM,

OR OTHER FACILITIES.
HAS COMPREHENSIVE UNDERSTANDING OF PBX CONSOLE AND ITS FUNCTIONS.
RESPONSIBLE FOR RECORDING AND ENTERING ALL WAKE-UP REQUESTS IN THE WAKE-UP MACHINE AND LOGGING VIP WAKE-UPS ON THE MASTER

LOG. RESPONSIBLE FOR GUESTS GET THEIR WAKE-UP CALLS AT THE REQUESTED TIME.
RESPONSIBLE FOR RECEIVING AND DELIVERY OF GUEST AND ADMINISTRATIVE FAXES; FOLLOWING THE GUIDELINES OUTLINED IN THE FAX

MANUAL.
BE KNOWLEDGEABLE ABOUT THE VOICE MAIL SYSTEM AND ASSIST GUESTS WITH USAGE AND MESSAGE RETRIEVAL.
HANDLES ALL MESSAGES WITH CORRECT SPELLING, MAKING SURE THE MESSAGE LIGHT IS TURNED ON AND DELIVERS ALL MESSAGES BY PHONE

MAKING SURE THE MESSAGE LIGHT IS TURNED OFF.
IN-CHARGE OF THE PAGING SYSTEM AND THE TWO-WAY RADIO IN THE COMMUNICATIONS OFFICE.
ENSURE THAT ALL PROBLEMS AND GUEST COMPLAINTS ARE RESOLVED AND LOGGED ON THE GUEST RESPONSE LOG AND RELAYED TO THE

SUPERVISOR.
RESPONSIBLE FOR ADVISING IMMEDIATELY ALL DEPARTMENTS CONCERNED AND THE FIRE DEPARTMENT (911) WHEN THE FIRE PANEL GOES OFF

FOLLOWING OUR STANDARD OPERATING PROCEDURE.

RESPONSIBLE FOR RECEIVING AND CONNECTING HEARING IMPAIRED TELEPHONE CALLS.

ASSIST IN INSTALLING AND PICKING UP PHONES, SPEAKER PHONES IN/FROM MEETING ROOMS, GUEST ROOMS AND OTHER PUBLIC AREAS.
READ AND UNDERSTAND THE USA PATRIOT ACT.



WE ARE LOOKING FOR AN ORGANIZED PART-TIME FILE CLERK TO DO FILE MANAGEMENT AND MAINTENANCE AND ASSIST OUR ACCOUNTING AND
OFFICE MANAGEMENT PERSONNEL. YOU WILL ORGANIZE PAPERWORK ACCORDING TO AN EFFICIENT FILING SYSTEM AND DIGITALIZE ALL
IMPORTANT DOCUMENTS. YOU WILL BE EXPECTED TO PROTECT AND UPDATE FILES AS WELL AS MAKE THEM EASILY ACCESSIBLE TO YOUR
COLLEAGUES.

A FILE CLERK MUST BE ORGANIZED AND POSSESS A SERIOUS UNDERSTANDING OF CONFIDENTIALITY AND DATA PROTECTION. THE IDEAL
CANDIDATE WILL BE SKILLED IN COMPUTERS AND DETAIL-ORIENTED. THE GOAL IS TO PRESERVE THE COMPANY'S RECORDS AND MANAGE
PAPERWORK EFFECTIVELY.

THIS POSITION IS PART-TIME, 9-5 ON MONDAYS AND TUESDAYS, AT $10 - 12/HR DEPENDING ON EXPERIENCE.

RESPONSIBILITIES:

CHECK INCOMING PAPERWORK (CORRESPONDENCE, INVOICES ETC.) AND MAKE COPIES BEFORE DISTRIBUTING

SORT ALL PAPERS ALPHABETICALLY AND ACCORDING TO CONTENT, DATES, SIGNIFICANCE ETC.

CREATE OR UPDATE RECORDS WITH NEW FILES AND INFORMATION

STORE ALL PAPERWORK IN DESIGNATED PLACES SECURING THE IMPORTANT DOCUMENTS

ENTER PAPERWORK INTO AN ELECTRONIC SYSTEM EITHER BY DATA ENTRY OR BY USING OPTICAL SCANNERS

DEAL WITH ALL REQUESTS TO ACCESS FILES AND KEEP LOGS OF BORROWED PAPERS
RECONCILE INVOICES AND ACCORDING RECEIPTS



DEVELOP AN EFFICIENT FILING SYSTEM TO MAKE UPDATING AND RETRIEVING FILES EASIER
FOLLOW POLICIES AND CONFIDENTIALITY DICTATIONS TO SAFEGUARD DATA AND INFORMATION
MONITOR INVENTORY OF FILES, PAPER CLIPS ETC. AND REPORT SHORTAGES

QUALIFICATIONS

PROVEN EXPERIENCE AS FILE CLERK

KNOWLEDGE OF FILING SYSTEMS

VERY GOOD KNOWLEDGE OF MS OFFICE AND OFFICE EQUIPMENT SUCH AS PHOTOCOPIER, SCANNER ETC.
GOOD COMMAND OF ENGLISH BOTH ORAL AND WRITTEN

DEPENDABLE WITH A RESPECT TO CONFIDENTIALITY AND POLICIES

EXCELLENT ORGANIZATIONAL SKILLS

GREAT ATTENTION TO DETAIL

HIGH SCHOOL DEGREE OR EQUIVALENT

ADDITIONAL INFORMATION

ALL YOUR INFORMATION WILL BE KEPT CONFIDENTIAL ACCORDING TO EEO GUIDELINES.

IF YOU MEET THE CRITERIA OUTLINED ABOVE AND YOU WOULD LIKE TO EXPLORE THE POSSIBILITY OF JOINING THE GRAMOPHONE TEAM,

PLEASE RESPOND BY SUBMITTING YOUR RESUME AND A COVER LETTER DESCRIBING YOUR RELEVANT SKILLS AND EXPERIENCE.






THE CANDIDATE FOR THIS POSITION WITHIN THE DISPATCH DEPARTMENT WILL BE RESPONSIBLE FOR FACILITATING THE VERIFICATION OF
LOGISTICS INFORMATION, FLOW OF COMMUNICATION WITH DRIVERS, AND COMPLIANCE OF DAY TO DAY ACTIVITIES. THEY SHOULD HAVE THE
ABILITY TO FACILITATE ORDER AND DATA ENTRY, MULTI-TASK AND BE DETAIL ORIENTED. THEY WILL HAVE EXCELLENT PROBLEM SOLVING AND

RESOLUTION SKILLS AND EXCELLENT VERBAL AND WRITTEN COMMUNICATION.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
WORKFLOW

ENSURE WORKFLOW PROGRESS THROUGHOUT THE DAY AS WELL AS INFORMATION FROM PREVIOUS.
AUDIT AND CORRECT INFORMATION WITHIN THESE WORKFLOW GUIDELINES.
MOBILE COMMUNICATIONS

MONITOR AND FACILITATE MOBILE COMMUNICATION WITH OUR DRIVER FORCE.
IDENTIFY AND RESOLVE ISSUES THAT HINDER THE PROGRESSION OF MOBILE COMMUNICATIONS.
SCHEDULE, TROUBLESHOOT AND DETERMINE NECESSITY OF MOBILE COMMUNICATION DEVICE SHIFTS.



DATA AND PAPERWORK

VERIFY ACCURATE INFORMATION ON DAILY BASIS.

IDENTIFY AND LOCATE MISSING PAPERWORK AND INFORMATION.

PROCESS AND FILE VARIOUS FORMS OF PAPERWORK.

PROCESS AND VERIFY DRIVER LOGS AND FACILITATE USE OF ELECTRONIC LOGS.
THIS INCLUDES DAILY REPORTS, COMPLETED AND IN PROCESS WORK.

SKILLS:

EXPERIENCE WITH TMW, CARRIERWEB AND EBE ARE BENEFICIAL, BUT NOT NECESSARY.
PROFICIENCY WITH MICROSOFT OFFICE AND MICROSOFT WINDOWS BASED ENVIRONMENTS.
MULTI-TASKING AND EFFICIENT COMMUNICATION SKILLS.

DETAIL ORIENTED * PROBLEM SOLVING AND RESOLUTION SKILLS.

HIGH SCHOOL EDUCATION OR HIGHER.

TYPING SKILLS REQUIRED

JOB TYPE: FULL-TIME

REQUIRED EDUCATION:

HIGH SCHOOL OR EQUIVALENT






REVIEW AND PROCESS ACCOUNTS PAYABLE TRANSACTIONS IN PREPARATION FOR DATA ENTRY AND RECONCILING, AS WELL AS RESEARCH AND



RESOLUTION OF INTERNAL AND EXTERNAL CUSTOMER INQUIRIES.
ON A DAILY BASIS YOU SHOULD EXPECT TO:

AP ACTIVELY MANAGED.

RECONCILE PO'S TO INVOICES AND CREATE/POST INVOICES.

AP ORGANIZED AND COMPLETED PER COMPANY PROCESSES AND SPECIFICATIONS.
REVIEW EXPENSE REPORTS AND PREPARE FOR REIMBURSEMENTS.

MANAGE & PROCESS CREDIT CARD REIMBURSEMENTS

MAINTAIN CLIENT DATABASE.

ABILITY TO COMMUNICATE CLEARLY AND CONCISELY.

STRONG ORGANIZATIONAL SKILLS.

ASSIST WITH FEDERAL & STATE SALES TAX FILINGS, W9, W8-BEN AND 1099 REPORTING.
ENSURES DEADLINES ARE MET ON A TIMELY BASIS.

TEAM PLAYER WITH INTEREST IN HELPING OTHERS WITHIN THE COMPANY.
ADDITIONAL PROJECTS AS REQUIRED.

CROSSTRAIN AND PROVIDE BACKUP TO AR

PREPARING AND RECORDING DEPOSITS.

COLLECTION OF PAST DUE INVOICES.

POSITION REQUIREMENTS
YOU WOULD BE A GREAT FIT FOR THIS ROLE IF YOU HAVE:

FAMILIARITY WITH GENERALLY ACCEPTED ACCOUNTING PRINCIPLES (GAAP).

STRONG COMPUTER SKILLS, WORKING KNOWLEDGE OF MICROSOFT OFFICE APPLICATIONS, AND EXPERIENCE WITH WEB BASED SOFTWARE.

HIGH SCHOOL TO SOME COLLEGE

EXCEL PROFICIENCY

MS OFFICE

YOU WOULD BE AN EVEN BETTER FIT FOR THIS ROLE IF YOU HAVE:

KNOWLEDGE AND EXPERIENCE WITH THE FOLLOWING TOOLS: SAP -- B1, PAYCOM, ADPRS, TABLEAU, AVATAX AND CONCUR.

ABOUT THE ORGANIZATION VECTORWORKS, INC. IS A WHOLLY OWNED SUBSIDIARY OF THE NEMETSCHEK GROUP AND HAS BEEN DEVELOPING
SOFTWARE SINCE 1985. THE VECTORWORKS LINE OF SOFTWARE PRODUCTS PROVIDES PROFESSIONAL DESIGN SOLUTIONS FOR MORE THAN HALF A
MILLION DESIGNERS IN THE AEC, ENTERTAINMENT, AND LANDSCAPE DESIGN INDUSTRIES. WITH A TRADITION OF DESIGNING CAD AND

BUILDING INFORMATION MODELING (BIM) SOLUTIONS THAT ALLOW DESIGNERS TO EASILY CAPTURE, DEVELOP, AND COMMUNICATE THEIR IDEAS



WITH ACCURACY AND EFFICIENT, VECTORWORKS CONTINUES TO BE A GLOBAL LEADER IN 3D DESIGN TECHNOLOGIES.

SINCE ITS BEGINNINGS IN THE MID-1980S AS DIEHL GRAPHSOFT, INC., THE COMPANY HAS PLAYED A FORMATIVE ROLE IN THE CAD

INDUSTRY, REDEFINING THE MARKETPLACE BY SETTING A HIGH STANDARD FOR ITS PRODUCTS, AND CONTINUALLY TESTING AND REFINING THEM
TO SURPASS USERS' EXPECTATIONS. IN THE PROCESS, IT HAS BECOME AN INTERNATIONALLY RESPECTED LEADER IN BOTH CAD AND BIM
TECHNOLOGY. THE COMPANY CREATED ONE OF THE FIRST CAD PROGRAMS, ONE OF THE FIRST 3D MODELING SOFTWARE PROGRAMS, AND THE
FIRST CROSS-PLATFORM CAD APPLICATION. VECTORWORKS WAS ALSO ONE OF THE FIRST TO INTRODUCE BIM CAPABILITIES, BEFORE BIM

BECAME AN INDUSTRY BUZZWORD.






AN OFFICE SERVICES CLERK IS THE FULL PERFORMANCE LEVEL OF WORK PERFORMING DIVERSE CLERICAL DUTIES WHICH SUPPORT AGENCY

OPERATIONS AND REQUIRE THE REVIEW, VERIFICATION AND INTERPRETATION OF INFORMATION IN ORDER TO MAKE DETERMINATIONS AND



RESOLVE PROBLEMS IN ACCORDANCE WITH POLICIES, REGULATIONS AND LAWS APPLICABLE TO AGENCY PROGRAMS. THE MAIN PURPOSE OF THIS
POSITION IS TO PROVIDE ALL NECESSARY CLERICAL SUPPORT SERVICES TO THE MCHP PREMIUM CASE MANAGEMENT SECTION ACCORDING TO
PROGRAM POLICIES AND PROCEDURES.

MINIMUM QUALIFICATIONS

EDUCATION: GRADUATION FROM AN ACCREDITED HIGH SCHOOL OR POSSESSION OF A HIGH SCHOOL EQUIVALENCY CERTIFICATE.

EXPERIENCE: TWO YEARS OF EXPERIENCE PERFORMING CLERICAL DUTIES.

NOTES:

1. ADDITIONAL EXPERIENCE PERFORMING CLERICAL DUTIES MAY BE SUBSTITUTED ON A YEAR-FOR-YEAR BASIS FOR THE REQUIRED EDUCATION.
2. APPLICANTS MAY SUBSTITUTE EDUCATION FROM AN ACCREDITED COLLEGE OR UNIVERSITY AT THE RATE OF THIRTY SEMESTER CREDIT HOURS
FOR ONE YEAR OF EXPERIENCE ON A YEAR-FOR-YEAR BASIS FOR THE REQUIRED EXPERIENCE.

3. SIXMONTHS CLERICAL TRAINING WITH THREE COURSES IN SUBJECTS SUCH AS KEYBOARDING, CLERICAL MATH, WORD PROCESSING,
SPREADSHEETS, DATABASE, GRAPHICS PRESENTATION, PROOFREADING, OR OFFICE ETIQUETTE MAY BE SUBSTITUTED FOR SIX MONTHS OF THE
REQUIRES EXPERIENCE.

4. CANDIDATES MAY SUBSTITUTE U.S. ARMED FORCES MILITARY SERVICE EXPERIENCE AS A NON-COMMISSIONED OFFICER IN ADMINISTRATIVE
CLASSIFICATIONS OR IN ADMINISTRATIVE, CLERICAL, OR OFFICE SERVICES SPECIALTY CODES IN THE CLERICAL SUPPORT FIELD OF WORK ON

A YEAR-FOR-YEAR BASIS FOR THE REQUIRED EXPERIENCE.

DESIRED OR PREFERRED QUALIFICATIONS

THE SUCCESSFUL APPLICANT SHOULD HAVE TWO YEARS CLERICAL EXPERIENCE APPLYING POLICIES IN A MEDICAL CARE, HEALTH INSURANCE,
OR FEDERAL OR STATE ENTITLEMENT PROGRAM.

SELECTION PROCESS



APPLICANTS WHO MEET THE MINIMUM QUALIFICATIONS WILL BE EVALUATED. THE EVALUATION MAY BE A RATING OF YOUR APPLICATION BASED
ON YOUR EDUCATION, TRAINING AND EXPERIENCE AS THEY RELATE TO THE REQUIREMENTS OF THE POSITION. THEREFORE, IT IS ESSENTIAL

THAT YOU PROVIDE COMPLETE AND ACCURATE INFORMATION ON YOUR APPLICATION. PLEASE REPORT ALL RELATED EDUCATION, EXPERIENCE,
DATES AND HOURS OF WORK. FOR EDUCATION OBTAINED OUTSIDE THE U.S., A COPY OF THE EQUIVALENT AMERICAN EDUCATION AS DETERMINED
BY A FOREIGN CREDENTIAL EVALUATION SERVICE MUST ACCOMPANY THE APPLICATION. ALL INFORMATION CONCERNING YOUR QUALIFICATIONS
MUST BE SUBMITTED BY THE CLOSING DATE. WE WILL NOT CONSIDER INFORMATION SUBMITTED AFTER THIS DATE.

BENEFITS

CONTRACTUAL EMPLOYEES WHO WORKS FOR AN AGENCY COVERED UNDER THE STATE EMPLOYEE AND RETIREE HEALTH AND WELFARE BENEFITS
PROGRAM (THE PROGRAM), HAVE A CURRENT EMPLOYMENT CONTRACT AND WORK 30 OR MORE HOURS A WEEK (OR ON AVERAGE 130 HOURS PER
MONTH) MAY BE ELIGIBLE FOR SUBSIDIZED HEALTH BENEFITS COVERAGE FOR THEMSELVES AND THEIR DEPENDENTS. AS A CONTRACTUAL
EMPLOYEE, YOU WILL BE RESPONSIBLE FOR PAYING 25% OF THE PREMIUMS FOR YOUR MEDICAL AND PRESCRIPTION COVERAGE, INCLUDING ANY
ELIGIBLE DEPENDENTS YOU HAVE ENROLLED. THE STATE OF MARYLAND WILL SUBSIDIZE THE REMAINING 75% OF THE COST FOR THESE

BENEFITS. YOU CAN ALSO ELECT TO ENROLL IN DENTAL COVERAGE, ACCIDENTAL DEATH AND DISMEMBERMENT INSURANCE, AND LIFE

INSURANCE, BUT WILL BE RESPONSIBLE TO PAY THE FULL PREMIUM FOR THESE BENEFITS.









THIS POSITION PROVIDES CLERICAL SUPPORT TO THE FAMILY SERVICES PROGRAM AND INDEPENDENTLY PERFORMS VARIOUS GENERAL CLERICAL



DUTIES, WHICH INCLUDES TELECOMMUNICATION OPERATOR, STOCKROOM CLERK, RECEPTIONIST AND MAIL HANDLER.

POSITION DUTIES

TELECOMMUNICATIONS OPERATOR - ANSWERS INCOMING CALLS FOR FAMILY SERVICES UNIT, INCLUDING ITS PROGRAMS (ADOPTIONS,
INDEPENDENT LIVING AND PLACEMENTS), TRANSFERS CALLS, DIRECTS CALLS TO PROPER DISTRICTS OFFICES AND/OR OTHER PROGRAMS
OUTSIDE THE AGENCY, TAKES MESSAGES AND DISTRIBUTES THE MESSAGES TO STAFF MAILBOXES.

ASSISTS WITH FILLING REQUISITIONS FOR OFFICE SUPPLIES AND FORMS; DISTRIBUTES SUPPLIES TO UNIT SECRETARIES; INVENTORY'S ALL
SUPPLIES AND FORMS ON HAND; AND REPLENISHES SHELVES.

RECEPTIONIST - DIRECTS VISITORS TO THE CASE MANAGER/SUPERVISOR OR DISTRICT OFFICE TO ACCOMMODATE SERVICES NEEDED.
PROCESSES INCOMING AND OUTGOING MAIL FROM BOTH INTER-DEPARTMENTAL AND U.S. POSTAL SERVICE.

COPIES MATERIAL USING PHOTOCOPY EQUIPMENT.

TYPES CHARTS, LABELS AND UPDATES IN-HOUSE TELEPHONE ROSTER.

MINIMUM QUALIFICATIONS

PLEASE DESCRIBE IN DETAIL ANY JOB DUTIES RELATING TO THE MINIMUM QUALIFICATIONS STATED AND INCLUDE ANY COMPUTER SOFTWARE
EXPERIENCE (EX. WORD, EXCEL, ACCESS, ETC.) USED IN EACH OF THE POSITIONS YOU HELD.

EDUCATION: COMPLETION OF THE EIGHTH GRADE.

EXPERIENCE: ONE YEAR EXPERIENCE PERFORMING CLERICAL DUTIES IN AN OFFICE ENVIRONMENT.

NOTES:

1. ADDITIONAL EXPERIENCE PERFORMING CLERICAL DUTIES MAY BE SUBSTITUTED ON A YEAR-FOR-YEAR BASIS FOR THE REQUIRED EDUCATION.
2. GRADUATION FROM AN ACCREDITED HIGH SCHOOL OR POSSESSION OF A HIGH SCHOOL EQUIVALENCY CERTIFICATE MAY BE SUBSTITUTED FOR

SIX MONTHS OF THE REQUIRED EXPERIENCE.



3. SIXMONTHS CLERICAL TRAINING WITH THREE COURSES IN SUBJECTS SUCH AS KEYBOARDING, CLERICAL MATH, WORD PROCESSING,
SPREADSHEETS, DATA BASE, GRAPHICS PRESENTATION, PROOFREADING, OR OFFICE ETIQUETTE MAY BE SUBSTITUTED FOR SIX MONTHS OF THE
REQUIRED EXPERIENCE.

4. CANDIDATES MAY SUBSTITUTE U.S. ARMED FORCES MILITARY SERVICE EXPERIENCE AS A NON-COMMISSIONED OFFICER IN ADMINISTRATION
CLASSIFICATIONS OR IN ADMINISTRATIVE, CLERICAL, OR OFFICE SERVICES SPECIALTY CODES IN THE CLERICAL SUPPORT FIELD OF WORK ON
A YEAR-FOR-YEAR BASIS FOR THE REQUIRED EXPERIENCE.

LIMITATIONS ON SELECTION

THIS RECRUITMENT IS LIMITED TO PEOPLE WILLING TO ACCEPT PART-TIME EMPLOYMENT IN BALTIMORE CITY.

SELECTION PROCESS

PLEASE PROVIDE SUFFICIENT INFORMATION ON YOUR APPLICATION TO SHOW THAT YOU MEET THE QUALIFICATIONS FOR THIS RECRUITMENT.
ALL INFORMATION CONCERNING YOUR QUALIFICATIONS MUST BE SUBMITTED BY THE CLOSING DATE.

SUCCESSFUL CANDIDATES WILL BE RANKED AS BEST QUALIFIED, BETTER QUALIFIED OR QUALIFIED AND PLACED ON THE EMPLOYMENT
(ELIGIBLE) LIST FOR ONE YEAR.

THE RESULTING CERTIFIED ELIGIBLE LIST FOR THIS RECRUITMENT MAY BE USED FOR SIMILAR POSITIONS IN THIS OR OTHER STATE

AGENCIES.

EXAMINATION PROCESS

THE ASSESSMENT MAY CONSIST OF A RATING OF YOUR EDUCATION, TRAINING, AND EXPERIENCE RELATED TO THE REQUIREMENTS OF THE
POSITION. IT IS IMPORTANT THAT YOU PROVIDE COMPLETE AND ACCURATE INFORMATION ON YOUR APPLICATION. PLEASE REPORT ALL
EXPERIENCE AND EDUCATION THAT IS RELATED TO THIS POSITION.

FOR EDUCATION OBTAINED OUTSIDE THE U.S., A COPY OF THE EQUIVALENT AMERICAN EDUCATION AS DETERMINED BY A FOREIGN CREDENTIAL



EVALUATION SERVICE MUST ACCOMPANY THE APPLICATION. ALL INFORMATION CONCERNING YOUR QUALIFICATIONS MUST BE SUBMITTED BY THE
CLOSING DATE. WE WILL NOT CONSIDER INFORMATION SUBMITTED AFTER THIS DATE.

BARGAINING UNIT STATUS

THE INCUMBENT IN THIS POSITION IS A MEMBER OF A COVERED BARGAINING UNIT AND WILL BE REQUIRED TO PAY A BI-WEEKLY SERVICE FEE

TO THE EXCLUSIVE REPRESENTATIVE OF THE BARGAINING UNIT.









SEEKING YOUNG PROFESSIONAL FOR DATA ENTRY. MUST BE RELIABLE AND A QUICK LEARNER. POSITION IS FULL TIME AT HVAC COMPANY.
WILL INPUT AP/AR AND ASSIST ACCOUNTANT/HUMAN RESOURCE MANAGER WITH DAILY DUTIES.
DUTIES INCLUDE:

PREPARE, COMPILE AND SORT DOCUMENTS FOR DATA ENTRY
VERIFY DATA AND CORRECT DATA WHERE NECESSARY

OBTAIN FURTHER INFORMATION FOR INCOMPLETE DOCUMENTS
TRANSCRIBE INFORMATION INTO REQUIRED ELECTRONIC FORMAT
SCAN DOCUMENTS INTO DOCUMENT MANAGEMENT SYSTEM
CHECK COMPLETED WORK FOR ACCURACY

STORE COMPLETED DOCUMENTS IN DESIGNATED LOCATIONS

QUALITIES:

DETAILED ORIENTED

PROFICIENT AT MICROSOFT OFFICE

COMMUNICATION SKILLS

ORGANIZATION

INFORMATION COLLECTION AND MANAGEMENT

PLEASE ATTACH THE MOST CURRENT COPY OF YOUR RESUME AND AVAILABILITY TO START WORK.
JOB TYPE: FULL-TIME

REQUIRED EDUCATION:

HIGH SCHOOL OR EQUIVALENT
REQUIRED LICENSE OR CERTIFICATION:

DRIVERS LICENSE















MANAGES THE ANALYSIS OF THE HEALTH RECORD FOR COMPLETION; WORKS WITH CLINICAL STAFF TO ENSURE THE RECORD IS COMPLETE AND

AVAILABLE FOR THE PATIENT'S HEALTH CARE. OVERSEES AND RESPONDS TO ALL REQUESTS FOR HEALTH INFORMATION.
ESSENTIAL FUNCTIONS OF POSITION
MAINTAINS THE PATIENT RECORD AND SETS UP FOLDERS FOR NEW AND READMITTED PATIENTS; ORGANIZES AND FILES LOOSE REPORTS AND/OR

SCANS THIS INFO INTO THE PATIENT'S RECORD.
AT DISCHARGE RETRIEVES CHARTS/PAPERWORK FROM THE NURSING UNITS; THEN ASSEMBLES AND ANALYZES AND EVALUATES MEDICAL RECORDS

FOR COMPLETENESS.
KEEPS THE PHYSICIANS AWARE OF INCOMPLETE ITEMS IN THE RECORD AND ENSURES THEY HAVE THE RECORD OR INFORMATION NEEDED TO

COMPLETE THESE DEFICIENCIES.

CALCULATES AND REPORTS MONTHLY DELINQUENT RECORD STATISTICS.

PURGES INACTIVE RECORDS AND PREPARES THEM FOR OFFSITE STORAGE; HELPS MANAGE OFFSITE STORAGE TRANSACTIONS.

ORGANIZES AND PULLS RECORDS NEEDED FOR AUDITS AND REVIEWS.

RECEIVES, SCREENS, AND HANDLES INCOMING DEPARTMENTAL CALLS.

ENSURES MAIL IS PICKED UP AND RESPONDED TO IN A TIMELY MANNER.

ENSURES ALL RELEASE OF INFORMATION REQUESTS ARE VALID; SECURES THE NEEDED RECORDS FOR COPYING; AND ENSURES THEY ARE COPIED

TIMELY.

SETS UP NEW PHYSICIANS WITH TRANSCRIPTION SERVICES AND FOLLOWS UP ON ANY TRANSCRIPTION ISSUES.

MAINTAINS AN ACCURATE AND UP-TO-DATE MASTER PATIENT INDEX.

ORDERS SUPPLIES FOR THE DEPARTMENT AS NEEDED.

CREATES OUTPATIENT MEDICAL RECORD CHART FOR ALL NEW PATIENTS COMING TO THE OUTPATIENT CENTER FOR SERVICES.

PULLS MEDICAL RECORD FOR PATIENTS THAT HAVE BEEN SEEN FOR OUTPATIENT SERVICES IN THE PAST AND ARE COMING BACK, AUDITS,

PATIENT BILLING REQUESTS AND CORRESPONDENCE.
CHECKING IN AND CHECKING OUT MEDICAL RECORD CHARTS INTO MEDITECH FOR TRACKING PURPOSES.
LOGGING IN AND FILING REPORTS IN PATIENT MEDICAL RECORD CHART OF PATIENTS THAT WERE SEEN IN CLINIC AT MWPH BY PHYSICIANS

THAT COME FROM OUTSIDE FACILITY THAT HAVE DICTATED INTO THEIR OWN COMPUTER DICTATION SYSTEM.

POSITION REQUIREMENTS

EDUCATIONAL REQUIREMENTS

HIGH SCHOOL DIPLOMA; SOME COLLEGE PREFERRED OR COURSE WORK IN HEALTH INFORMATION MANAGEMENT

LICENSURE, CERTIFICATION AND REGISTRATION

NONE

WORK ORIENTATION AND EXPERIENCE

AT LEAST TWO YEARS EXPERIENCE IN A HEALTHCARE SETTING SUCH AS A MEDICAL RECORDS DEPARTMENT OR PHYSICIAN'S OFFICE
KNOWLEDGE, SKILLS AND ABILITIES



KNOWLEDGE OF GENERAL MEDICAL RECORDS/HEALTH INFORMATION MANAGEMENT FUNCTIONS AND PROCESSES.
COMPUTER APPLICATIONS SKILLS REQUIRED INCLUDING FAMILIARITY WITH MICROSOFT OFFICE PROGRAMS.
STRONG ORGANIZATIONAL SKILLS; DETAIL ORIENTED; ABILITY TO MULTITASK AND PRIORITIZE WORK. GOOD COMMUNICATION SKILLS, BOTH

VERBAL AND WRITTEN.

EXCELLENT CUSTOMER SERVICE SKILLS WITH THE ABILITY AND PROFESSIONALISM TO REPRESENT THE DEPARTMENT AND MWPH.

SUMMARY: WITH SUPERVISION, PROVIDES ALL SERVICES RELATED TO THE RECEIPT AND STORAGE OF GOODS DELIVERED TO THE SCHOOL, MAIL
SERVICE, AND CENTRAL STORES.

ESSENTIAL FUNCTIONS:

PICK UP AND DELIVER MAIL TWO TIMES PER DAY TO LOCATIONS ACROSS THE CAMPUS. INCLUDES BOTH INTEROFFICE AND EXTERNAL MAIL.
PROCESS OUTGOING MAIL TO DETERMINE AND AFFIX PROPER POSTAGE, INCLUDING CHARGING US MAIL AND COMMON CARRIER PACKAGES TO
INDIVIDUAL DEPARTMENTS ON A DAILY BASIS.

RECEIVES INCOMING SUPPLIES AND MAINTAINS INVENTORY CONTROL OF THE CENTRAL STOREROOM.

ROTATES STOCK, FORWARDS REORDER INFORMATION TO FINANCE FOR ITEMS THAT HAVE TO BE RE-STOCKED, MAINTAINS INVENTORY RECORDS,
AND DISBURSES ITEMS TO LOCATIONS ACROSS THE CAMPUS.

SUPERVISES AND TRAINS STUDENTS WHEN ASSIGNED TO THE STOREROOM FOR ON THE JOB TRAINING.

PERFORMS ADDITIONAL DUTIES AS ASSIGNED.

ABILITY TO PUSH AND PULL 100+ LBS., AND LIFT UP TO 50 LBS.

WORK SCHEDULE: MONDAY-FRIDAY 8AM-4PMWITH ONE 30 MINUTE UNPAID MEAL BREAK DAILY. THIS POSITION HAS AN ANNUAL 12-MONTH

SCHEDULE AND IS BENEFITS ELIGIBLE. PRE-APPROVED FLEXTIME SCHEDULING IS ALLOWED. OVERTIME MAY BE EXPECTED WHEN NECESSARY.

EXPERIENCE AND SKILLS:
QUALIFICATIONS:

HIGH SCHOOL DIPLOMA OR EQUIVALENT IS REQUIRED.

BASIC KNOWLEDGE OF GENERAL STOREROOM POLICIES AND INVENTORY CONTROL.

BASIC KNOWLEDGE OF MAILING PROCEDURES INCLUDING MAIL SORTING, DISTRIBUTION, AND DELIVERY.
BASIC COMPUTER KNOWLEDGE REQUIRED.

REQUIRES A CLASS 'C' DRIVER'S LICENSE WITH A DRIVING RECORD COMPATIBLE WITH SCHOOL STANDARDS.



IN THIS POSITION, YOU WILL PROVIDE DETAILED DAILY, WEEKLY, AND MONTHLY REPORTS SO RECEIVABLES CAN BE MANAGED. YOU WILL
OVERSEE THE ACCOUNTS PAYABLE DEPARTMENT BY ENTERING, CODING AND REVIEWING ALL INVOICES FOR PRICE DISCREPANCIES AND
ACCURACY; RESOLVE VENDOR INQUIRIES/ISSUES; GENERATE INVOICES FOR SPECIAL TRAINING CLASSES. MAINTAIN BOOK STORE INVENTORY ON
A MONTHLY BASIS. AUDITING DUTIES WILL ALSO BE INVOLVED TO ENSURE ACCURACY AND COMPLIANCE. MAINTENANCE AND REPORTING OF
STUDENT DATA IS AN ESSENTIAL COMPONENT AND THE INCUMBENT WILL OFTEN WORK DIRECTLY WITH STUDENTS TO COLLECT AND PROVIDE
NECESSARY INFORMATION.

EXPERIENCE AND SKILLS:
THE PERSON WE SEEK WILL POSSESS EXCELLENT COMMUNICATION SKILLS INCLUDING A HIGH LEVEL OF COMFORT COMMUNICATING BY PHONE.

SHE/HE WILL BE ORGANIZED, ABLE TO HANDLE A VARIETY OF ASSIGNMENTS SIMULTANEOUSLY, AND DRIVEN BY A SENSE OF URGENCY. GREAT
CUSTOMER SERVICE SKILLS ARE ALSO NECESSARY. A MINIMUM OF A HIGH SCHOOL DIPLOMA OR GED IS ACCEPTABLE FOR CONSIDERATION.
EXPERIENCE IN ACCOUNTS RECEIVABLE, ACCOUNTS PAYABLE, RECORDS MANAGEMENT OR OTHER BUSINESS OFFICE SUPPORT ROLES WILL BE
HIGHLY VALUED.

CONSIDER JOINING ONE OF THE LEADERS IN CAREER-FOCUSED EDUCATION PROGRAMS AND JOIN OUR FAMILY OF PROFESSIONALS DEDICATED TO
PROVIDING CAREERS THAT BUILD AMERICA!

WE LOOK FORWARD TO HEARING FROM YOQOU!

OPPORTUNITY FOR A DATA PROCESSOR/MEDICAL RECORDS CLERK TO WORK FULL-TIME IN OUR REISTERSTOWN OFFICE. RESPONSIBILITIES
INCLUDE ACTIVITIES SUCH AS ABSTRACTING DATA, SCANNING DOCUMENTS INTO THE RECORDS, SCREENING CHARGE TICKETS, APPLYING
PAYMENTS TO THE PROPER ACCOUNTS, AND GENERATING TASKS IN THE ELECTRONIC PRACTICE MANAGEMENT SYSTEM TO OBTAIN INFORMATION

NEEDED TO COMPLETE A CLAIM. THE DATA PROCESSOR ADDRESSES ISSUES SUCH AS INSURANCE AND CODING ERRORS AND LOCATES MISSING



TICKETS USING THE TASKING PROCESS. HE/SHE ENTERS REQUIRED DATA ELEMENTS (l.E. MEDICAL HISTORY, FAMILY HISTORY, ETC.)
OBTAINED FROM THE PATIENT'S PAPER MEDICAL RECORD INTO THE NEXTGEN EMR SYSTEM.

MINIMAL:
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