681 Center St. NE * Salem, OR 97301

T Phone: (503) 588-5828 * Fax: (503) 588-5852
AN SERVICES

www. northwesthumanservices.org

JOB DESCRIPTION

CLASSIFICATION: Non Exempt
POSITION TITLE: Call Center Specialist
PROGRAM NAME/ West Salem Clinic
LOCATION: 150 Kingwood Ave NW
EMPLOYMENT STATUS: Full Time / Part Time
SUPERVISOR: Call Center Supervisor
FUNCTION:

Performs receptionist and secretarial duties.

SUPERVISORY DUTIES:

None.
GENERAL DUTIES:
1. Consistently performs specific assigned daily and general duties.

Regularly attends assigned meetings, and meets established meeting attendance criteria.

Consistently implements NWHS approved policies, protocols and procedures.

o

Supports compliance and accreditation efforts as assigned including, but not limited to,
OSHA, JCAHO and HIPAA.

5. Consistently supports the organization's mission as defined by the Board of Directors and
the Executive Director in word and action.

6. Participates in cultural competency training, and uses culturally appropriate actions and
language at all times.

7. With immediate supervisor, establishes and annually reviews goals for job performance.
8. Maintain strict patient confidentiality.

9. Police the entire work environment, insuring the entire facility, indoors and outdoors, is
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