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Decision Making Degree
Follows clearly prescribed policies and procedures when arranging client/patient/resident
transfers. Issues with bed placement are dealt with from a limited number of pre-existing
alternatives. 20
Education Degree
Grade 12. Medical Administrative Assistant diploma (Saskatoon Business College 1040 hours).
3.5
Experience Degree
No previous experience. Nine (9) months on the job to become familiar with computer systems,
processing physician orders, chart maintenance and to become familiar with department policies
and procedures. 30
Independent Judgement Degree
Follows established methods when providing clerical/reception support to the unit as well as
portering and cleaning. Encounters and resolves minor operating problems associated with
client/patient/resident transfers between units/facilities. 25
Working Relationships Degree
Requires courtesy and tact on a regular basis with clients/patients/residents. Has regular contact
with staff when coordinating travel and booking appointments requiring tact and discretion.
2.5
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Impact of Action

Degree
Misjudgementin coordinatingappointmentsnaydelayrelatedservices.Delaysin processing
physiciansbrdersmaydelaypatientcare/treatment.

2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocesses.
1.0
Physical Demands Degree
Regularphysicaleffort performingcomputeroperation chartmaintenancandfiling with
frequentperiodsof reachingwalking, moving, pushing pulling andassisting/portering
clients/patients/residents.
2.5
Sensory Demands Degree
Regularsensoryeffort suchasreading,writing, filing, sorting,computeroperationandlistening
to clients/patients/residentstaff andphysicians.
2.0
Environment Degree

Regularexposurao minor disagreeableonditionssuchasinterruptionsandmultiple deadlines

Occasionakxposurdo majordisagreeableonditionssuchasblood/bodyfluids, chemicalsand
infectiousdisease.

3.0






