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	VACANCY ANNOUNCEMENT

	STATION
	ADDRESS (City, State and ZIP Code)
	INTERNET ADDRESS

	VISN 22

600
	VA Long Beach Healthcare System

 5901 E. 7th Street, Long Beach, CA 90822 
	www.long-beach.med.va.gov

	ANNOUNCEMENT  NO

 FORMDROPDOWN 
 # FORMDROPDOWN 
-147
	POSITION TITLE & PD #

Information Receptionist
PD# 0325A
	SERIES & GRADE

 FORMDROPDOWN 
-304-4
	SALARY RANGE

$25,832 – $33,579   FORMDROPDOWN 

	# OF  POS.



	
	
	
	
	    FORMDROPDOWN 


	ISSUE DATE

9/29/04
	LOCATION
Resources Health Care Group

Patient Business Office

	FULL-TIME      
PART-TIME
	 FORMCHECKBOX 

 FORMCHECKBOX 
       HRS PER WEEK

	CLOSING DATE

10/20/04
	FOR INFORMATION CONTACT
Recruitment & Placement (001/005D) 

(562) 826-8000 Ext. 2374
	RELOCATION EXPENSES PAID

MANAGER/SUPERVISOR PROBATIONARY PERIOD
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

	AREA OF CONSIDERATION:  Applicants will be accepted from those categories checked below:

	 FORMCHECKBOX 
  FORMDROPDOWN 

 FORMCHECKBOX 
 Reassignment eligible

 FORMCHECKBOX 
 Transfer  eligible 
	   FORMCHECKBOX 
 Reinstatement  eligible 

   FORMCHECKBOX 
 VRA  eligible

* FORMCHECKBOX 
  People w/Disabilities(Sch A)
	 FORMCHECKBOX 
  Veterans Employment Opportunities Act

 FORMCHECKBOX 
 Current VISN 22 Veteran Canteen Service Pernanent Employees are eligble to apply.     
     

	EQUAL EMPLOYMENT OPPORTUNITY:   Actions to fill this position will not be based on discriminatory factors which are prohibited by law.

* REASONABLE ACCOMMODATION:  This agency provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application and hiring process, please notify this facility.  The decision on granting reasonable will be on a case-by-case basis.

	MISSION STATEMENT:  We provide the veterans high quality care in a courteous compassionate manner to enhance the quality of life.  In collaboration with the community, we provide education, research, emergency preparedness and military assistance.  VISION STATEMENT:  In the management and provision of health care, we will treat all people with dignity and respect; forever advancing the quality of service for our customers by striving to exceed their expectations.

	
	SEE REVERSE FOR INSTRUCTIONS TO APPLICANTS
	


	DUTIES:   Serves as Greeter/Receptionist for the Patient Registration Desk, the first point of contact for veterans' families and friends.  Incumbent will assist over 100 veterans per day.  Provides information eligibility, identifies specific kinds of information requested and determines entitlement to information, patient registration, patient benefits, general facility information, schedules and searches the computer for appointments, requests additional information when needed to answer questions about missing or conflicting documentation/data, escorts patients to appointment areas and other duties as assigned.  Use judgment in dealing with hostile confrontations, walk-in patients needing immediate medical attention, walk-in patients without appointments, etc.

QUALIFICATIONS:  One (1) year general experience progressively responsible in clerical, office, or other work that indicates ability to acquire the particular knowledge and skills needed to perform the duties of the position to be filled.

SUBSTITUTIONS:   Two (2) years above high school education.

APPLICABLE STANDARDS:  OPM Qualification Standards Handbook, GS-304 series.

BASIS OF RATING:  Candidates who meet the minimum qualification requirements are additionally rated on their possession of the following job relevant knowledge, skills, and abilities.  Respond in writing by use of VA 5-4676a Employee Supplemental Qualification Statement to ensure proper consideration.  Document the job title, place and dates of employment, salary and hours worked per week for experience addressing the Basis of Elements.

1. Knowledge of the various facility units and services and the medical terminology and procedures common to each unit and service in order to give instructions and directions to patients.

2. Knowledge of the clinic procedures for scheduling patient appointments, releasing information, obtaining patient information to determine eligibility/entitlements.

3. Ability to deal with all customers using tact, courtesy, poise, alertness and good judgment in these contacts.

4. Ability to understand, use and maintain directories, personnel lists and other guides, and references.

IF THE DUTIES OF YOUR POSITION ARE RELEVANT TO THIS POSITION, YOUR CURRENT PERFORMANCE APPRAISAL WILL ALSO BE CONSIDERED IN THE RATING PROCESS.
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