
Milwaukee Mental Health Associates, Inc.
Administrative Assistant
Overall Function:
The Administrative Assistant is responsible for organizing, coordinating, and monitoring all non-clinical operations of Milwaukee Mental Health Associates, Inc. (MMHA), under the direction of the team leader.  The Administrative Assistant will provide receptionist activities-including triage calls, coordinating communication between the team and clients, deescalating situations with clients who have an increase sign of symptomatology. The Administrative Assistant will at times assist clients, their families and agencies to get answers to questions.  The Administrative Assistant must maintain accounting and budget records for clients and program expenditures-operating and coordinating the management information system.
Essential Duties and Responsibilities:
· Answer incoming calls and direct them to the appropriate people/department. 

· Greet clients and assist with signing in

· Provide general support to visitors

· Assist with scheduling weekly injection and psychiatry appointment for clients

· Record accurate notes for team meetings, as well as other meetings as designated by supervisor, and enter notes into Provider Connect

· Track the client’s health insurance coverage through Forward Health Portal and forward report to upper management

· Maintain client’s chart according to the standards of the Joint Commission on Accreditation of Healthcare Organization and other certifying bodies

· Set up charts for newly admitted clients; file materials in client charts to assure current and accurate information is available

· Write and distribute emails, memos, letter, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system and record retention

· Keep track of new Intakes and Discharges

· Report the total case management services and home visits for the month for clients that participate in the My Home Program.

· Update and maintain office policies and procedures

· Order and maintain office supplies, equipment, and furniture   

· Arrange for repair of office furniture and equipment. 

· Keep record of staff attendance and Continuing Education Units/Hours

· Liaise with Executive Assistant to handle requests and queries from upper management 

· Arrange transportation for clients for medical appointments to agency, and other entities as requested by case manager, and for client/staff outings

· Assist nurses in ordering medication for clients from pharmacies according to state purchasing regulations.

· Collect necessary data and prepare reports.

· Shop for client group activities (food, games, etc.)

· Maintain a monthly Medicaid Log for clients 

· Sort, route, and prioritize incoming mail with distributions to appropriate staff.

· Prepare letters to request medical records and client authorizations and maintain logs of request and records received

· Assist with submission of billing

· Provide assistance to approximately 13 case managers and executive management team

· Must be willing to travel to alternate sites for cross coverage

· Compute mileage for staff and submit to payroll

· And other duties as assigned by management

Education, Experience and Knowledge Requirements:
· Must possess a High School Diploma (Associates degree preferable)

· Must be able to assist clients with mild to severe mental illnesses.  Must be able to work with callers to relieve urgent situations and/or temporarily management until other staff members are available.  

· Ability to type 45 WPM

· Working knowledge of office equipment (printers/fax machines)

· Proficiency in MS Office (Word, Excel, Power Point)

· Excellent time management skills and the ability to prioritize work

· Attention to detail and problem-solving skills

· Excellent written and verbal communication skills

· Strong organizational skills with the ability to multi-task


