1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Senior Support Services Associate I – Home Health.

General Duties include:  This position serves under the direction of the Support Services Supervisor.  Responsibilities for this position include, but are not limited to; Assemble complete medical records containing all required forms for use in patient registration and establishing a new medical record.  Review documentation to ensure completeness and accuracy of demographic information required for various services and enter the demographic information using the Patient Services Reporting System (PSRS) and Outcome and Assessment Information Set (OASIS) systems.  Maintain patient medical record, receive and record fees obtained from patients, insurance providers, state or federal agencies as payment for services.  Prepare routine letters, labels and other appropriate materials.  Answer phone; review all data entry for completeness, accuracy and timelines.  Inventory and order office supplies and order medical supplies for patient according to physician orders and pre-authorization for supplies from Medicare/Medicaid/insurance providers.
 
Minimum Education, Training or Experience:  High School Diploma or GED and one (1) year of moderately difficult business or public administrative experience in a medical, hospital or administrative office environment using electronic office equipment and professional software.

Substitution for Education, Training or Experience:  Additional education (college, vocational school, etc) in business education or a medically related field may substitute for the required experience on a year for year basis. 

Special Requirements:  This employee would participate in on the job training programs to become knowledgeable regarding the PPS-CDP home health reporting and billing procedures.

Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 9

Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.
															
2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Senior Support Services Associate I – Home Health.

[bookmark: _GoBack]Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 9

Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer.  Applicants and employees in this classification may be required to submit to a drug screening test and background check.

