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Job Classification: Full-time, Non-Exempt 

Reporting Relationship: Acute Nurse Manager 
 

Primary Accountability:   
The Health Unit Coordinator provides organizational, receptionist, and clerical support to our Acute Care Department.  
This position will be responsible for carrying out all aspects of the job using problem-solving skills, strong interpersonal 
skills, and good judgement.  In order to complement our facilities patient care delivery model this position will support 
the team by anticipating and responding to team requests and patient needs.   
 

Major Duties: 

 Provides a high level of customer service to patients, families, visitors and employees to promote and support 
the highest level of patient experience.   

 Communicates effectively via a variety or modalities with patients, visitors, and facility staff; plays an integral 
role in communication across the continuum of care.  

 Assists the care team with managing orders in the electronic health record (EHR).   

 Performs administrative and clerical duties to ensure efficient operational flow within the department.   

 Assists with inputting data for the department’s quality measures.   

 Requisitions supplies designated by nursing staff.   

 Assists with processing patient admissions, transfers and discharges.  

 Copies information, records, and reports from Acute charts to Certified Swing Bed charts. 

 Assists patients and families with finding available patient care resources, as necessary.   

 Assembles and maintains patient medical records and other documents related to patient care.   

 Verifies medical records contain complete and accurate patient demographic information, patient identification 
and registration in the medical record, including appropriate level of care.   

 Records information such as Providers’ orders and instructions, dietary requirements and medical information 
on patient charts and medical records.   

 Assists with ensuring the attending Provider signs progress notes, provider orders, etc., in a timely manner 
and in accordance with current regulations.   

 Enters each patient discharge into the computer to inform Business office and Ancillary Departments.  Ensure 
patient record and charges are complete and prepared for Health Information Management’s (HIM) review. 

 Forward completed charts of discharged patients to the Medical Records Department.   

 Report to the Charge Nurse or Scribe discrepancies found in transcribing provider’s orders, diet 
orders/changes, charting, etc.   

 Keep nurses station in order and organized with necessary paperwork, office supplies, forms, etc.  

 Quickly and courteously acknowledges requests, responds to call lights, demonstrates proper phone etiquette 
and fosters communication within the department.   

 

Qualifications: 

 None required, on the job training provided – CNA Certificate preferred.       

 

Physical Demands:  
 Eye/Hand, Eye/Foot, Hand/Foot Coordination. 

 Normal eyesight, with or without corrective lenses. 
 Normal hearing, with or without hearing aides. 

 The ability to bend, stoop and kneel. 
 Full range of body motion including handling and lifting patients 

 The ability to exert 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force frequently, and/or 
greater than negligible up to 10 pounds of force constantly.  
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Work Environment: 

 Well-lit work area. 

 Close visual work. 

 Subject to frequent interruptions. 

 May be subjected to infectious diseases, substances, contaminated articles including potentials exposures to 
the AIDS and Hepatitis B Viruses. 

 Subject to hostile and emotionally upset patients, family members, personnel, and visitors.   

 Work with people under all conditions.   

 

Additional Duties: 
Additional duties and responsibilities may be added to this job description at any time.  The job description does not 
state or imply that these are the only activities to be performed by the employee holding this position.  Employees are 
required to follow any other job-related instructions and to perform any other job-related responsibilities as requested 
by their Supervisor or assigned charge personnel. 
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