
POSITION DESCRIPTION 

Department: 085 HIMS 
Title: Office Assistant 

Date Created: 04/09/2026 
Next Review Date: 04/09/2028  

Reports to: Asst. Revenue Cycle Director 
Approved by:_____________________ 
                                        (Administrative Dept. Signature) 

        

POSITION STATUS:   ☒Hourly ☐Salaried 

 

POSITION SUMMARY 

A dynamic business office specializing in medical billing and medical records management, dedicated to 

accuracy, compliance, and efficient revenue cycle operations. Our fast-paced environment is driven by a 

collaborative, energetic team committed to delivering high-quality support to both patients and healthcare 

providers. We foster a supportive workplace culture that values teamwork, accountability, and continuous 

improvement.    

DUTIES & RESPONSIBILITIES 

• Provides office communications support by fielding calls, assisting in-office patients, answering 

questions, and forwarding messages,   

• Sorting, organizing, and scanning incoming mail  

• Collecting, filing and organizing office documents, pertaining to medical records  

• Managing digital document filing, including encrypted documents and email correspondence  

• Safeguarding patient records and ensuring compliance with HIPAA standards  

• Drafting, proofreading, and sending correspondence in response to ROI (Request of Information) email 

requests.  

• Support management with other duties as assigned   

 

PREFERRED QUALIFICATIONS 

• Excellent communication abilities, including speaking, writing and active listening  

• Effective organization and time management skills  

• Keen attention to detail  

• Great customer service skills, including a personable and positive attitude  

• Effective typing speed and accuracy  

• Good computer skills, including basic troubleshooting and using word processing, spreadsheet, 

presentation and email software applications  

• Problem-solving, critical thinking and decision-making abilities  

• Discretion to manage confidential information 

 

 

 

  

Brant Truman (Apr 21, 2026 15:33:21 PDT)



 



PHYSICAL REQUIREMENTS ANAYLSIS 

Department: HIMS 085          Job Title: Office Assistant 

Mark all responses using the following codes: 

  N =  Never 

  O =  Occasionally, represents 1 to 33% or 1 to 2 hours of an 8-hour workday 

  F =  Frequently, represents 34 to 66% or 2.5 to 5.5 hours of an 8-hour workday 

  C =  Continuously, represents 67 to 100% or 6 to 8 hours of an 8-hour workday 

 

N O F C PHYSICAL ACTIVITY 

☐ ☒ ☐ ☐ Walking 

☐ ☐ ☒ ☐ Sitting/Standing 

☐ ☐ ☒ ☐ Reaching: Shoulder Height 

☐ ☐ ☒ ☐                    Above Shoulder Height 

☐ ☐ ☒ ☐                    Below Shoulder Height 

☒ ☐ ☐ ☐ Climbing 

☐ ☒ ☐ ☐ Pulling/Pushing: 25 pounds or less 

☒ ☐ ☐ ☐                                25-50 pounds 

☒ ☐ ☐ ☐                                Over 50 pounds 

☐ ☒ ☐ ☐ Lifting:  25 pounds or less 

☐ ☒ ☐ ☐               25-50 pounds 

☒ ☐ ☐ ☐               Over 50 pounds 

☐ ☒ ☐ ☐ Carrying:  25 pounds or less 

☐ ☒ ☐ ☐                   25-50 pounds 

☒ ☐ ☐ ☐                   Over 50 pounds 

☐ ☒ ☐ ☐ Crawling/Kneeling 

☐ ☒ ☐ ☐ Bending/Stooping/Crouching 

☐ ☒ ☐ ☐ Twisting/Turning 

☐ ☐ ☒ ☐ Repetitive Movement 
 

PHYSICAL EXPOSURE: (mark where applicable with “X”) 

☐Unprotected heights     Harmful physical agents: 

Lighting:  ☐Bright             ☐Heat/Cold   

                 ☐Dim               ☒Noise        

☐Mechanical hazards    ☐Ionizing/non-ionizing radiation       

☐Hazardous substances   

☐Infectious diseases     

 

ACCEPTABLE MINIMUM PHYSICAL ABILITY:  

Vison:     ☐Good ☒Correctable  ☐Blind  

Color Vision:     ☒Normal ☐Impaired     

Hearing:  ☒Normal ☐Moderate Loss  ☐Deaf  

Manual Dexterity: ☒Good ☐Fair             

Talking/Speech:     ☒Normal ☐Moderate Loss ☐Mute   



 

 

DISCLAIMER STATEMENT 

The above statements are intended to describe the general nature and level of work being performed.  

They are not intended to be an exhaustive list of all responsibilities, duties and skills required of 

personnel so classified, nor do they address the performance standards that must be maintained. 

 

 

EMPLOYEE: 

I have read and understand the duties and responsibilities of this position.  I have reviewed and agree 

to the contents of this position description, and I am able to perform the job functions and meet the 

physical requirements without restriction(s): 

 

 

____________________________                             ____________________ 

Employee Signature                                                       Date 
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