


 

 
 
 
 
 
 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

WARD CLERK 

OPEN: October 01, 2023 CLOSING DATE: Continuous ANN. NO.:  24-10 

 

GENERAL PAY PLAN 

OPEN:               F-01 $28,269.00 P/A to F-10 $38,807.00 P/A 
PROMOTION:   F-01 $28,269.00 P/A to F-18 $49,824.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   
 
A) Two years of office clerical experience; or 
 
B) Any equivalent combination of experience and training which provides the minimum  
      knowledge, abilities and skills. 
 
NECESSARY SPECIAL QUALIFICATION:   
 
Possession of a current AHA Basic Life Saving (BLS) Certificate. 
 

 
NATURE OF WORK:  
 
This is moderately complex clerical work involved in providing clerical services to nurses and physicians in the 
various wards of the hospital.                                  
 
ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned; 
any one position may not include all the duties listed.) 
 
Answers telephone; relays messages; receives and directs visitors. Prepares daily plan census of patient’s 
admissions, discharges, transfers and deaths. Graphs temperature, pulse, respiration and weight on patient’s 
charts. Obtains drugs from pharmacy; posts information on patient's charts as to the amount or type of drugs 
administered. Maintains sufficient supply of forms and supplies; prepares purchase requisitions for supplies as 
necessary. Receives and logs correspondence. Reports. Prepares various documents, such as admission and 
discharges, laboratory, x-ray, EKG. Notifies doctors of patient’s admission or whenever directed. Types 
patient’s charts, schedules, reports and other data from copy or rough draft. May take patients pulse, 
temperature and blood pressure. Performs related dudes as required. 
 
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 
 
 Knowledge of office practice and procedures. 
 
 Ability to learn medical terminology. 
 
 Ability to graph blood pressure, temperature and respiration readings on patient’s charts. 
 
 Ability to greet the public and take and give routine information in a pleasant manner. 
 
 Ability to maintain records and prepare reports. 
 
 Ability to communicate effectively, orally and in writing. 
 
 Ability to type at a prescribed rate of speed may be required or certain positions. 
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