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	OPEN POSITION
Unit Secretary I



Reports to:
Clinical Care Coordinator

Schedule: Days
Location: 
Hospice Home at Legacy Village
Classification: Non-exempt (hourly)



Bentonville, Arkansas 

Status: Full Time
General Description:   Exceptional interpersonal skills; answers telephone, greets all guests, volunteers, and families.  Communicates patient information to appropriate persons verbally, in writing and electronically. Proficient in the Electronic Health Record:  Data entry, generating electronic reports, collecting and documenting statistical information, and maintaining patient care records.  Required to assist in answering call lights and notifying the nurse or appropriate Team member for follow-up.  May be required to assist with patient care if licensed as a CNA.    
Requirements:  Requires excellent communication, computer and telephone skills. Ability to read, write, and speak English proficiently. Bilingual a plus. A team player and a person of unquestionable personal and professional ethics.  CNA certification and experience in a healthcare environment preferred.   If CNA certified, certification must be kept current, and CPR certification would be required and must be kept current. Current satisfactory TB skin test. 
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Circle of Life is an Equal Opportunity Employer with a Drug Free Workplace

Applications should be submitted to: 

Circle of Life Hospice

Attn: Human Resources

901 Jones Road - Springdale, AR 72762

 
For more information:

Phone 479-872-3397  -  Fax 479-872-3398
Email skennedy@nwacircleoflife.org
Circle of Life is committed to compassionate end-of-life care for a person’s 
body, mind, spirit and family when there is no longer a cure.


