
 

 

 

 

Med-Surg Ward Clerk 

Employer  

South Central Kansas Medical Center 

6401 Patterson Pkwy,   

Arkansas City, KS 67005 

620-442-2500 

Job Description  

Hours: Full-time, days, CNA Preferred 

1. Performs chart maintenance, including filing the hard copy of reports under correct 

section in the medical record binders, and assists the physicians and nurses in keeping 

current information on the chart. 

2. Answers incoming phone calls and either forwards them on to the appropriate person 

or relays communication effectively and in a timely manner. Pages providers properly, 

to include exact # the provider is to use to return the call 

3. Checks level of care on all admission orders with appropriate follow-up action 

4. Completes Daily charges for all  patients when applicable. 

5. Demonstrates ability to enter physician and nursing orders into the computer. 

6. Sets up telemetry as ordered, and runs strips as ordered/per protocol. 

7. Assist in breakdown of patient rooms after dismissals when needed.  Assist in setting up 

room patient rooms for new admits when needed. 

8. Attends in service education programs as assigned.  Attends unit meetings monthly 

9. Assist Outpatient Services with scheduling and patient appointment calls 

10. Maintains current knowledge to perform job to quality standards; knowledge of 

universal precautions, knowledge of infection control plan. 

11. Works cooperatively with all staff and other departments. 

12. Responds to emergency situations throughout the hospital as need depending on the 

individual’s skills and experience. 

 

Visit Cowley-Works for more Job Opportunities near you!  

https://www.cowleycounty.org/CowleyFirstJobListings


 

 

QUALIFICATIONS: 

Certifications: BLS 

Education: High School or equivalent 

Experience: Minimum experience in CPSI preferred but not required; ability to work with 
computers  

REPORTING RELATIONSHIP: 

Department Manager/Supervisor: Charge Nurse; Nurse Manager; DON; CEO 

Immediate Reports: RN; LPN; Charge Nurse 

Interrelationships: Must work closely with all nurse staff, CNAs, Physicians. Necessity for 
positive rapport with patients, family, etc.  

WORK CONDITIONS: 

Works in a patient care area 100% of the time.  Job responsibilities require frequent exposure 
to noise, lighting, and / or temperature levels.  Exposure to irritating, unpleasant, or hazardous 
materials.  Subject to varying and unpredictable situation, emergency or crisis 
situations.   Occasional pressure due to multiple calls and inquiries. 

Apply  

Apply Here  

The SCKMC application process consists of three forms: 

1. General Application   2. Release Authorization   3. Confidentiality Agreement 

Please complete ALL THREE forms. 

 

https://sckrmc.com/careers/

