TITLE:
FILE CLERK

General:
The File Clerk is responsible for performing all tasks relative to filing and maintaining customer charts.

Responsible

To:

Branch Manager

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 4 hours.

3. In an average 8 hour day the employee sits 4 hours. (These hours include up to 4 hours of data entry/phone work)

4. Must be clean and neat in personal appearance.

Education:


4. High school diploma or G.E.D. preferred.

Experience/Knowledge/Personality:

1. Computer or keyboard experience preferred.

2. Able to function as a polite and cooperative team member with a positive attitude.

3. Must be detail oriented, accurate, and possess knowledge of filing procedures.

4. Able to work independently.

5. Able to maintain confidentiality.

On Call:
This position is not required to be on call.

Responsibilities

and Duties:

5. File charts accurately and in a timely manner.

5. File all paperwork and maintain files in an orderly fashion.

5. Awareness of file contents and appropriateness for filing incoming paperwork.

5. Retrieve files as requested and distribute to staff in an efficient, timely manner.

5. Maintain clean and neat work area.

5. Maintain confidentiality of all customer charts and secure file room at close of business day.

5. Attend in-store meetings.

5. Perform other duties as deemed appropriate by management.
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