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North Central Health Care

Person centered. Outcome focused.

What Does It Look Like to Work at NCHC as a
Administrative Assistant in Community Treatment?

The success of each of our employees is vital to the success of our organization and the services we provide to our community.
Our teams took a look at what work is like in each position to provide you with key insights, challenges and rewards.

Purpose of Program and Role
To offer supportive services

for those in our community

suffering from persistent to

severe mental illnesses

or struggling with substance abuse.

The Administrative Assistant is the
meeter, greeter and representative on
the phone and in-person for those we
serve and families.
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The Down Side of the Job

Clients can be irritable

when they call on the phone
or present in person. They can
sometimes yell at you.

The work environment is constantly
busy.

There is a lot of email communication to
go through.

Nuts & Bolts of the Job

» Answer phones calls, solve
problems and transfer calls
appropriately.

* Support staff for all of the community
treatment case managers.

* Perform preliminary steps for referrals
then forward to intake coordinators

* Perform steps necessary to open
clients to community treatment case
managers

» Reserve rooms for meetings, trainings
* Prepare paperwork for scanning

» Scan documents into Laserfische

* Call clients on behalf of case
managers to relay information or
coordinate appointments.

» Manage vehicle mileage sheets and
sign out vehicles

Technology Use

Electronic Medical Records
Outlook email

Excel spreadsheet

Phones

Scanner/copier/fax machine

Orientation, Onboarding & Training
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We also complete Healthstream

learning modules and review

pertinent policies pertaining to the job
in policy management software.

All employees receive general
orientation their first week.

Lives Enriched and Fulfilled.

Enriching and Fulfilling Lives

We are always listening

to consumers needs and
contacting case managers
for clients.

g

We perform tasks for case managers to
save them time so they have more time
for their clients.

The Upside of the Job

We get to work with the
BEST team ever and they are
knowledgeable, caring,
excelling and they appreciate your
assistance.

Your days are busy and fly by.

There is never a boring day.
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North Central Health Care

Person centered. Qutcome focused.

Working at North Central Health Care

Employee Expectations
At NCHC, we look for people who:

Show up and work hard

Do the right things for the right reasons

Are a team player

Provide excellent customer service with dignity
Don't stop until they are proud

Our Mission

Langlade, Lincoln and Marathon Counties
partnering together to provide compassionate
and high quality care for individuals and
families with mental health, recovery and
skilled nursing needs.

Our Vision
Live Enriched and Fulfilled.

Our Core Values
Y% DIGNITY

We are dedicated to providing excellent service with
acceptance and respect to every individual, every day.

5% INTEGRITY

We keep our promises and act in a way where doing
the right things for the right reasons is standard.

* ACCOUNTABILITY

We commit to positive outcomes and each
other’s success.

* PARTNERSHIP
We are successful by building positive relationships
in working towards a system of seamless care as a
trusted community and county partner.

* CONTINUOUS IMPROVEMENT
We embrace change through purpose-driven data,
creativity and feedback in pursuit of the advancement
of excellence.
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Person Centered Service
at North Central Health Care

Serving others through effective
communication, listening to understand
and building meaningful relationships.

At NCHC, we provide Person-Centered Service
every day with everyone we interact with.
Person-Centered Service has a foundation in our
Core Values and includes:

* Serving with a proactive approach

e Serving with a caring and
compassionate attitude

e Truly listening to understand
e Creating a safe & healing environment
® Doing no harm

¢ Understanding all the dimensions of
diversity and identifying cultural influences

¢ Understanding and respecting life experiences
¢ Shared decision making

® Recognizing and building on strengths

¢ Involvement of others whenever possible
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