
  

 
 

Position Description 
 

 
Position Summary:  
 
The House Assistant is responsible for performing a variety of administrative/clerical duties in a prompt 
and professional manner.  This position supports efficient workflow and communications in the operation 
of the Gosnell Memorial Hospice House (GMHH), while playing a liaison role with patients, families and 
the staff at GMHH. 
 
Qualifications: 
 
1. Education: High School Diploma or GED; college experience preferred.    
2. Experience: Minimum of 1 year administrative/office experience, preferably in a healthcare 

environment required.  Experience with medical records and/or regulatory compliance preferred.   
3. License/Certification: None. 
 
 
Essential Duties & Responsibilities: 
 

1. Provides administrative support (correspondence, filing, and organizing materials) to the House 
Director, Medical Director, and others as needed.        

2. Works closely with the interdisciplinary team to ensure compliance with tasks as directed. 
3. Assists with staff scheduling, and ensures timely distribution of all schedule updates.  
4. Assists with scheduling, preparing and taking minutes for meetings. 
5. Assists with compiling data and reports, (i.e., Goold assessments), utilizing an electronic medical 

record as needed. 
6. Coordinates and manages assembly of admission and information packets, ensuring adequate 

supply. 
7. Assists with internal and external regulatory deadlines as directed. 
8. Coordinates with HSM’s volunteer program for volunteer administrative support; providing 

direction and guidance as needed that pertains to administrative tasks. 
9. Provides the first impression to the community, families, patients and the organization as it relates 

to GMHH. 
10. Provides phone and front desk coverage. 

 
Other Job Functions: 
The following is a list of responsibilities of this position, but is not intended to cover other related duties 
that this position may be required to perform from time to time. 
 

1. Maintains a positive, professional, customer service oriented, and enthusiastic manner with 
patients, patient family members and/or the general public in an effort to portray a positive attitude 
towards the Agency by supporting its mission, values, policies and procedures. 

2. Protects the patients’ right to privacy and the confidentiality of patient, business records and 
information. 

3. Maintains a positive, professional, customer service oriented, and enthusiastic personality with 
patients, patient family members and/or the general public in an effort to portray a positive attitude 
towards the Agency by supporting its missions, values, policies and procedures. 

Title:    House Assistant  Reports to:  Clinical Operations Manager 

Primary Location:  GMHH  FLSA Class:  Non-Exempt 

Supervises:                       None Effective Date:  1/12/2015 
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4. Protects the patients’ right to privacy and the confidentiality of patient and business records and 
information. 

5. Works in an organized, effective, and cooperative manner with a focus on team work, problem 
resolution and a positive work environment that is consistent with the agency’s’ mission, values, 
policies and procedures.   

6. Attends/participates in meetings, in-services and workshops as required. 

7. Adheres to acceptable safety practices and reports unsafe conditions. 

8. Demonstrates understanding of, and acts in accordance with, HIPAA regulations, corporate 
compliance, code of conduct and related agency policies.  

9. Demonstrates the understanding of cultural diversity. 

10. Adheres to all HSM, state and federal policies and procedures, laws and regulations that are 
relevant to job responsibilities. 

11. Provides back up to nursing staff to answer patient call bells and respond to safety alerts in a timely 
manner.  

12. Acts in a manner consistent with the Code of Conduct outlined in the Agency’s Corporate 
Compliance Program. 

13. Performs other duties as assigned to support the hospice house of HSM. 
 
Required Skills, Abilities and Knowledge: 
1. Ability to maintain professional boundaries. 
2. Ability to stay calm and effective during times of stress, such as when interacting with confused or 

distressed callers, during emergency situations, during busy times, etc. 
3. Ability to communicate well, in verbal and written format, with a variety of people. 
4. Ability to maintain confidentiality about business, patient information, etc. 
5. Ability to organize and prioritize workload to meet deadlines. 
6. Ability to identify real or potential problems; work independently and seek input from others as 

needed to solve such problems.   
7. Knowledge of patient record management, basic office procedures, and telephone technique. 
8. Knowledge of services provided by HSM. 
9. Administrative support procedures and skills: typing, filing, computer skills such as Microsoft Word, 

Excel and Access. 
10. Accepts individual responsibility and accountability for performance. 
11. Committed to organizational goals. 
12. Ability to demonstrate a caring and sensitive attitude towards customers and co-workers. 
 
Physical Requirements: 
The physical requirements described are representative of those that must be met to successfully perform 
the essential responsibilities of this position. Reasonable accommodations may be made. 
 

 Occasional 
(25%) 

Frequent 
(50%) 

Continuous 
(75%) 

Lift or transfer    

 Up to 10 lbs.   X 

 11-20 lbs.  X  

 21-35 lbs.  X  

Carry  X  

Push or pull  X  

Climb  X   

Reach  X  

Stoop or bend  X  

Crouch  X  

Kneel  X  

Handle or feel  X  

Talk   X 

Hear   X 

See   X 

Sit, walk, stand   X 
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Distinguish smell/temperature  X  

Exposure to blood borne pathogens and infectious disease X   

Exposure to hazardous materials X   

Repetitive Motion   X 

 
 
Visual Requirements:  
1. The worker deals with office and/or medical equipment at or within arms reach. 
2. Must be able to see to drive and review documents. 
 
Mental Requirements:   
Requires the ability to plan and perform a wide variety of duties requiring general knowledge of policies 
and procedures. Requires considerable judgment to work independently toward general results, devising 
methods, modifying or adapting standard procedures to meet different conditions, making decisions 
based on precedent and policy. 
 
This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee or for this job. Duties, responsibilities 
and activities may change at any time with or without notice. 
 
 
Employee’s Signature __________________________________________ Date ________________ 


