POSITION: Processing Assistant lll
DEPARTMENT: Macon County Public Health
Grade: 19

Starting Salary: $28,755.22

Position: 511091

Posted: June 9, 2025

Closing: Until Filled

Responsibilities

Employees in this position working in the front office section of the Macon County Public Health
Department. General duties include responding to phone inquiries, patient check in and out, filing,
typing, data entry, handling patient records, answering general and complex questions from the public
and, responding to customer needs, etc. This position is also responsible for collecting fees, receipting
monies and verifying accuracy of records. Operation of various office machines and proficiency in the
use of Microsoft Office Suite is necessary. General work hours are Monday through Friday 8 a.m. to 5
p.m. with some early morning or occasional evening and/or weekend work required to meet the public
health needs of the community.

Knowledge, Skills and Abilities

¢ Ability to coordinate and work with staff and clients under supervision, as set up by departmental
policies.

» General knowledge of office or work unit procedures, methods and practices.

¢ General knowledge of and ability to use correct spelling, punctuation and specialized vocabulary;
ability to proofread.

* General knowledge of office accounting and record keeping procedures, mathematics and their
application in the work environment.

* Ability to use a variety of office equipment.

¢ Ability to screen communications based on predetermined guidelines to independently respond or
route inquiries.

¢ Ability to record and compile information based on general guidelines.

* Ability to gather and give information and instructions regarding the work process or procedures.
* Ability to learn a variety of guidelines, rules, regulations and policies.

¢ Ability to work with people with courtesy and tact.

Minimum Training and Experience Requirements

e Graduation from high school and demonstrated possession of knowledges, skills and abilities
gained through at least one year of office assistant/secretarial experience; or an equivalent
combination of training and experience.

e Bilingual (Spanish) preferred

SPECIAL REQUIREMENTS

e Valid driver's license

AN EQUAL OPPORTUNITY EMPLOYER/ADA EMPLOYER All prospective employees are subject to a criminal background check





