REANNOUNCEMENT                REANNOUNCEMENT                 REANNOUNCEMENT

	[image: image1.jpg]



	Merit Promotion Announcement

Human Resources Management  

SOUTHERN ARIZONA VA HEALTH CARE SYSTEM
 TUCSON, ARIZONA
The Best Care—The Best Career


Announcement No:  04-136  

Opening Date:  10-08-04   
Closing Date:  10-29-04
Position:  MEDICAL SUPPORT ASSISTANT   
Position Number:  01986A  

Series & Grade:  GS-0679-04 Target 05 or GS-05 

Full Performance Level:  GS-05  

Work Schedule:  Full-Time   

Hours of Work:  Off Tour 

Number of Vacancies:  One (1) 

Salary Range:  GS-04:  $23,863 - $31,020 per annum 

                           GS-05:  $26,699 - $34,714 per annum    

Location:    BUSINESS SERVICE LINE

Area of Consideration:  Southern Arizona VA Health Care System
     VA Wide and All other sources


 

 
SUBJECT TO:     

MANAGER/SUPERVISOR/PROBATIONARY PERIOD




NO

EXPOSURE TO BLOODBORNE PATHOGENS, BODY FLUIDS, AND

OTHER POTENTIALLY INFECTIOUS MATERIALS:




SOME

POSITION COVERED BY VA/AFGE MASTER AGREEMENT



YES

NOTES:  This announcement is a solicitation for applications from current VA employees for competitive promotion consideration.  It does not, however, restrict the right to consider or select applicants from any other source such as reassignment, appointment, transfer, reinstatement, or special appointing authorities.  
Permanent employees of the Veterans Canteen Service are eligible to apply and be considered for competitive service appointments.  
Applications will not be considered nor will they be returned if received in a government franked envelopes.

Those applicants who applied under the initial announcement of 04-136 need not reapply to be considered.

Duties:  Assists both veterans and professional staff in coordinating scheduled procedures and follow-up appointments.  Identifies delays or problems in processing an inpatient’s scheduled treatment or follow-up care and, as appropriate, reviews the case, determines problem or cause of delay, and initiates action to expedite care.  Assists in orienting and advising staff, house staff, and nursing personnel concerning VA regulations, policies, and procedures on patient care administration matters.  Advises and assists in the orientation of patients and professional staff concerning ward routines, programs and services.  Serves as communications coordinator for inpatient units, receiving telephone calls and responding or referring these to the appropriate resource person.   Obtains all key information needed and initiates medical administrative processing of physician orders before referring them to nursing staff.  Initiates consent forms for authorization to perform surgery and other invasive procedures, blood transfusions and HIV testing.  Files test results in patients’ charts for professional staff review, keeping inpatients’ records current and accurate.  Initiates a new hardback medical record with appropriate forms in correct sequential order.  Makes computer entries to record arrival of patients transferred from other wards, intra-service transfers between treating specialties, discharges from hospital care and bed assignment changes within the unit.   Transcribes physicians’ orders on a timely basis to various charts.  Accurately transfers drug names and dosages to sheets used for dispensing medications.  Contacts operator for emergencies such as fire, cardiac arrest, etc.  Contacts Social Workers on behalf of patients for personal and discharge planning needs.  When discharging a patient, gathers all treatment records and assembles health record in correct chronological and sequential order.  Arranges for transfers to other facilities.  Advises physician to dictate the hospital summary before the patient’s release.  Monitors completion of History and Physical within 24 hours of admission.  Utilizes and maintains computer devices to perform most processing and scheduling functions on the inpatient care unit.  Initiates forms to insure that nurses, physicians, and social workers can complete Advance Directive documentation.  Participates in Care Line Health Unit Coordinator meetings and in training opportunities.  Coordinates processes during emergency situations to support clinical caregivers dealing with episodes such as cardiac arrests, behavioral crises, or death.  In the performance of official duties, the employee has regular access to printed and electronic files containing sensitive information, which must be protected.
Qualification Requirements:  OPM Qualification Standards Handbook for General Schedule Positions, Group Coverage Qualification Standard for Clerical and Administrative Support Positions, GS-679.

MINIMUM QUALIFICATION REQUIREMENTS: GS-4: One (1) year of general experience OR two (2) years of education above high school. GS-5: One (1) year of specialized experience equivalent to at least the GS-4 level OR four (4) years of education above high school.  

General Experience is progressively responsible clerical, office, or other work that indicates ability to acquire the particular knowledge and skills needed to perform the duties of the position to be filled.  

Specialized experience is that which equipped the applicant with the particular knowledge, skills, and abilities (KSAs) to perform successfully the duties of the position, and that is typically in or related to the position to be filled.
Time-In-Grade Requirements:  Time-in-grade requirements must be meet within 30 days from closing date.

How To Apply:  Submit VA Form 5-4078 to Human Resources or e-mail message to HR not later than 4:30 P.M. on closing date.  It is the employee’s responsibility to secure VA Form 5-4676a, Employee Supplemental and VA Form 5-4667b, Supervisory Supplemental Statements from Human Resources and submit them not later than 11-05-04.

On a separate attachment(s), describe your experience/education as it relates to each of the following factors (KSAs):

1.  Thorough and comprehensive knowledge of medical terminology and procedures particular to the processing of physicians’ orders and delivery of patient care.
2. Skill in establishing and organizing multiple priorities in a fluctuating work environment.
3. Ability to demonstrate a mature, professional manner during times of extreme stress.

4. Ability to effectively communicate and interact with a wide variety of people of various cultural and educational backgrounds.

5.  Ability to function as an effective team member in a multi-disciplinary work unit.
Additional Information:  Forms may be obtained by calling (520) 629-1893.  Questions may be addressed to Kathy Morgan, HR Specialist and/or Alex van Ravenswaay, HR Assistant at ext. 5308, or by e-mail to:  alejandrina.vanravenswaay@med.va.gov.

Karen M. Berry, SPHR

Human Resources Manager

THE DEPARTMENT OF VETERANS AFFAIRS IS AN EQUAL OPPORTUNITY EMPLOYER






