
 

 
 
 
 
 
 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

PATIENT SERVICE REPRESENTATIVE 

OPEN: October 01, 2023  CLOSING DATE: Continuous ANN. NO.:  24-20 

 

GENERAL PAY PLAN 

OPEN:               H-01 $32,355.00 P/A to H-10 $44,417.00 P/A 
PROMOTION:   H-01 $32,355.00 P/A to H-18 $57,026.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   

A) One (1) year of experience in hospital admissions work and graduation from high school; or  

B) Any equivalent combination of experience and training which provides the minimum knowledge, 
abilities and skills. 

 
NATURE OF WORK:  

This is complex public service and administrative work involving the admissions and ancillary services of the 
hospital. 

ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not include all the duties listed, nor do the 
examples cover all the duties which may be performed.)  
 
Interviews patient or representative to obtain information needed in completing the patient history sheet and 
completes all required admission forms. Types addressograph plate and I.D. band; assigns patient to room 
or ward; escorts patient or arranges for escort to assigned room or ward. Types admission and discharge 
records and routes to designated department; types patient listing and maintains admission and discharge 
ledgers. Discusses hospital rates and payment plans with patient or representative; receives payment/deposit 
from patients; compiles data for occupancy and census records. Maintains records and prepare reports. 
Performs other related duties as required. 
 
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 
 
 Knowledge of admission policies, procedures and program requirements. 
 
 Ability to interpret and apply hospital rates and various medical services. 
 
 Ability to make decisions in accordance with established policies and other regulations. 
 
 Ability to perform arithmetic computations. 
 
 Ability to tactfully handle irrate patients or representatives and maintain self-control. 
 
 Ability to work effectively with the public and employees. 
 
 Ability to communicate effectively, orally and in writing. 
 
 Ability to maintain records and prepare reports. 
 
 Ability to type and operate standard office machines and basic computer related equipment. 
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