


GENERAL ENTITY EXPECTATIONS OF STAFF MEMBERS: 

1. Maintains confidentiality of patients and provides services in a professional manner.
2. Exhibits and promotes positive relationships by showing consideration and respect for

patients, visitors, and other ETCHSI personnel along with being cheerful, courteous and
responsive.

3. Maintains professional and neat appearance with regular hygienic habits to preventwork
place offensiveness.

4. Exhibits cleanliness and orderliness in personal and work habits.
5. Follows appropriate chain of command.
6. Is responsible for personal growth and professional development. Identifies andmeets

educational needs for self.
7. Is receptive to guidance and constructive criticism.
8. Attends ETCHSI educational programs and required trainings.
9. Attends and participates in staff meetings.
10. Demonstrates a willingness to participate and follow through with special projects and

committees.
11. Abides by ETCH SI attendance policy and established procedures for notification in case of

absence.
12. Takes initiative in resolving problems and conflicts.

13. Assists in maintaining a safe, secure and aseptic environment for all patients and employees.
14. Adheres to regulatory agency requirements with respect to infectious disease andhazardous

materials.
15. Is familiar with and abides by OSHA Standards, Hazardous Materials, UniversalPrecautions,

use of personal protective equipment, Evacuation, Fire, Disaster, and Safety Plans.
16. Uses appropriate body mechanics and follows safety procedures.
17. Obtains annual TB test and attends Safety Recertification annually.
18. Completes Incident Reports within 24 hours of incident and turns them in to the Safety

Officer.

EDUCATION: High School diploma required. Associates degree or Bachelor's degree 
highly preferred. 

EXPERIENCE: 1 year of experience in a Healthcare, Community Engagement, and/or 
Marketing environment required. 

LI CENSURE: None required. 

SKILLS: Needs strong interpersonal and communication skills and the ability to accept 
responsibility. Utilization of sound judgment in making decisions is essential. The ability to work 
cooperatively with community agency personnel to coordinate services for patients. Advanced 
skills in making assessments of persons and situations accurately and with clarity. Knowledge of 
healthcare systems and enrollment procedures. Ability to provide excellent customer service to 
build trust. Proficient in the use of various social media platforms to reach and engage with target 
audience. Identifying and analyzing target markets to tailor outreach efforts. Organizational skills for 
event coordination and logistics. Ability to prepare statistical and administrative reports. Ability to 
document, with clarity, all information relevant to a patient's needs. Bilingual (English/Spanish) 
is a plus. 
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