[image: image1.wmf][image: image2.wmf]
� EMBED MS_ClipArt_Gallery  ���





Office Supervisor


Unclassified Position # 13048


Pay grade 11 (Salary is offered based on Education, Experience and/or budget)

















POSTED:		August 23, 2010				DEADLINE TO APPLY:	September 3, 2010








LOCATION:	North DeKalb Health Center 








DUTIES:           Directs, supervises and reviews work assignments at a medical facility.  Plans and organizes work while meeting medical facility goals and objectives.  Monitor staff’s progress and productivity, performance, training and educate to assure the reduction of errors.  Support and assist the duties of secretarial/clerical staff to facilitate the office’s functions.  Troubleshoot and correct billing errors.  Coordinate the record keeping activities of medical records.  Resolve customer service issues and coordinate resolutions and follow-up.	


MINIMUM QUALIFICATIONS:





		High school diploma or GED and four years of related experience with at least two years of supervisory 		experience OR Two years at the lower level or at an equivalent position OR Two years of college or 		Associate degree and two years experience as a lead worker. 


PREFERRED QUALIFICATION:


                          In addition to the minimum qualifications, preference will be given to applicants who have at least Four (4) years experience supervising support staff in a clinical setting.  Two (2) years billing or accounting experience in a medical or clinical setting along with two (2) years front office customer service and knowledge of medical records coordination.  


    	


NOTE:	If this position requires a degree as a qualification, a certified copy of your college transcript must be submitted.  If a certified copy of your college transcript is required and not received, your application will not be considered in this recruitment process.





TO APPLY:	Submit Merit System Application:





	DeKalb County Board of Health – HR Office- Attention Jackie Hill


	P.O. Box 987		


	Decatur, GA  30031   (OR)


	Email:	bohresume@dhr.state.ga.us	





RESUMES DO NOT SUBSTITUTE FOR APPLICATION


Download Application at:  � HYPERLINK "http://www.dhrjobs.com" ��www.dhrjobs.com�





Not Every Applicant Will Receive an Interview and Only Those Selected For An Interview Will Be Notified




















The DeKalb County Board of Health is a


Drug and Smoke Free Work Place





Drug and Medical Screening May Be Required





Fingerprint Criminal Records Investigation Is Required


       


AN EQUAL OPPORTUNITY EMPLOYER
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