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Unit Clerk 
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August 2023 

Mount St. Mary Hospital 

Position Description 

BARGAINING UNIT: Facilities 

CLASSIFICATION Nursing Unit 
TITLE: Assistant (10317) 

GRID LEVEL: SB16 

Mount St. Mary Hospital (MSMH) provides a Homelife Model of Care that enhances the quality 

of life of individuals living at MSMH. The Unit Clerk is a member of the Resident Care Team and 

provides clerical functions to support resident care. The Unit Clerk works collaboratively with 

the Resident Care Team to meet the needs of residents and families, and in support of the 

mission, vision and values of MSMH. 

JOB DUTIES AND RESPONSIBILITIES 

1. Under the direction of the Clinical Nurse Leaders performs reception duties by such

activities as greeting and way finding, answering the telephone, relaying messages,

answering routine inquiries, directing calls, responding to resident and family requests

and opening and distributing mail, and newspapers.

2. Assists with each admission by providing an orientation tour to new residents and their

families.

3. Maintains resident health records from admission through discharge by assembling,

stocking with forms, thinning, and filing reports in accordance with established

procedures.

4. Transcribes monthly forms such as the bowel records and file records.






