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DEPARTMENT OF VETERANS AFFAIRS

VA HEALTHCARE NETWORK UPSTATE NEW YORK

SYRACUSE, NY 13210

VACANCY ANNOUNCEMENT NO.  STATION #528E-05-06

OPENING DATE:  10/26/2004




CLOSING DATE:  11/08//04  

POSITION:  Patient Services Assistant-GS-303-5 

SALARY RANGE: 
$26,699
 PER ANNUM -        $33,714    PER ANNUM

DUTY LOCATION:  Rome OPBC, MVAC

TOUR OF DUTY:  Full time MONDAY - FRIDAY, 8 A.M. - 4:30 P.M.  

AREA OF CONSIDERATION:  (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 recruitment source such as reassignment, appointment, demotion, transfer, reinstatement or special appointment and authorities such as those for disabled, veterans, veterans readjustment appoint eligible, severely handicapped individual, or veterans who have been separated from the armed forces under honorable conditions after substantially completing 3 years or more of continuous active service).

RELOCATION EXPENSES AUTHORIZED:  No   

NUMBER OF VACANCIES:  (1) Rome OPBC
DUTIES:  Incumbents perform as primary points of contact for all patients enrolled within the Community Based Clinic.  Develops, directs and implements all medical administrative practices within Community Based Clinic to ensure smooth patient flow and timeliness of care.  Duties include, but are not limited to the following:  Ensures housekeeping standards are established and maintained.  Maintains and enforces professionalism of team members.  Provides information pertaining to services available and necessary eligibility data.  Provides a comfortable setting for patient education and teaching.  Displays and/or develops medical information aids for ease of patient understanding.  As a patient advocate, incumbent is responsible for resolving patient problems by listening, interpreting and acting.  Explains policy/procedure to the patient and then adapts circumstances to produce a win-win situation.  Supports workload collection by printing Encounter Forms for all scheduled and unscheduled appointments, enters encounter form information, etc.  Assists in validation studies as requested.  Processes transcribed and retrieve provider notes, medical reports, etc. for provider review.  Processes requests for release of information.  Coordinates scheduling, transfers, referrals and admission needs of patients.  Ensures health information documentation requirements are met for both inpatient and outpatient encounters.  Provides advisory and technical assistance to veterans and beneficiaries seeking medical treatment, experiencing problems or requesting information.  Incumbent is responsible for orienting and advising members of the Community Based Clinic of VA regulations, policies and procedures on patient care regarding medical administrative matters.  Attends meetings as required.  Advises supervisor of adverse situations.  Prepares written reports and correspondence as required and makes recommendations accordingly.

English Language Proficiency:  If you are appointed to a direct patient-care position or position incident to direct patient care, proficiency in spoken and written English is required in accordance with 38 USC 4105(c).

BASIS OF RATING:  All relevant information available on each candidate, i.e., application, Official Personnel Folder, supplemental qualifications statement, appraisals, awards, rating panel, interview, will be used to determine the best qualified candidates. 

QUALIFICATION REQUIREMENTS: GS-5- One year Specialized Experience equivalent to at least GS-4.

OPM Qualification Standards Operating Manual, Clerical and Administrative Support positions, dated 8/94.

EDUCATION:  4 years of education above high school may be substituted as Specialized Experience to qualify at the GS-5 level.

BASIS OF RATING:  All relevant information available on each candidate, i.e., application, Official Personnel Folder, supplemental qualification statements, supervisory appraisal, performance appraisals, awards, rating panel, interview, will be used to determine the best qualified candidates.  Additionally, candidates referred for consideration may be interviewed using the Performance Based Interview (PBI) process.

KNOWLEDGE, SKILLS AND ABILITIES (KSA’s):  Please explain how your experience (including non-paid), education, training, job related honors and awards indicate you meet the rating factors.

1. Ability to communicate orally and in writing in order to deal effectively with people from a variety of backgrounds with varying levels of understanding. 

2. Knowledge of and ability to apply regulations and program requirements as they pertain to medical administrative practices. 

3. Knowledge of basic medical terminology.

4. Knowledge of office automation.  This includes knowledge of e-mail system related to medical administrative practices, i.e., record tracking system, appointment management and personal computers.
5.  Ability to organize work, meet deadlines and manage the clerical and administrative processes of a section, while at the same time working effectively as part of a multidisciplinary team of coworkers.

6.  Ability to resolve conflicts within the unit and/or resolution of patient problems with a focus on producing a “win-win” situation.

REASONABLE ACCOMMODATION:  This agency provides reasonable accommodation to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify the servicing Human Resources Office.  The decision on granting reasonable accommodation will be made on a case-by-case basis.  

HOW TO APPLY

Current VA employees submit your completed application package the Human Resources Office by the closing date of the announcement in order to receive consideration. 


VAMC 


Human Resources (05)


800 Irving Avenue


Syracuse, NY  13210
Applicants must submit the following:

(1) A resume, the Optional Application for Federal Employment (OF-612), or any other written format you choose.  Regardless of which format is chosen, you must include all of the information required (Refer to OF-510, “Applying for a Federal Job”);

(2) Written response to the rating factors (use VA Form5-4676a, “Employee Supplemental Qualifications Statement” or plain bond paper);

(3) VA Form 5-4667b, “Supervisory Appraisal of Employee for Promotion”

INTERVIEWS:  Any interviews conducted for this position will utilize the performance Based Interviewing (PBI) process.  Further information is available at www.va.gov/pbi or from your local Human Resources Office.

FOR INFORMATION CONTACT:  Betty Helpard, Program Specialist, (315) 425-4697
EQUAL EMPLOYMENT OPPORTUNITY:  Selection for this position will be based solely on merit without regard to race, color, religion, age, gender, national origin, political affiliation, disability, sexual orientation, marital or family status or other differences. 

http://www.va.gov/visns/visn02/
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