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King County Job Analysis 

King County 

Job Title: Personal Health Services 
Supervisor 

DOT# : 079.362-010 

Employee: 

Claim#: 

• Monitor, request, stock and clean routine clinic supplies; maintain safety and cleanliness of
examination/ treatment rooms and laboratory areas. This may include some bending, lifting,
reaching, stooping and moving objects weighing 35 pounds.

• Interview and accurately record client's medical, dietary, and social history, anthropometric and lab
results and accurately enter patient information into health information tracking systems and chronic
disease registries.

• As directed by a Physician and/or Advanced Registered Nurse Practitioner, phone in prescriptions to
pharmacies, schedule follow-up appointments and refer patients for specialty and/or follow-up care
as needed.

• Utilize clinic practice management software to assist with scheduling, registering and checking in
patients for appointments

• Attend training and responds to emergency situations within the clinic supporting health care
providers and emergency personnel.

• Perform pre-visit planning activities, attend huddles
• Assist with procedures
• Administer vaccines, and single dose medications via the following routes; oral, subcutaneous,

intradermal, intramuscular, intranasal.
• Preform phlebotomy
•· Perform CUA waived lab tests

EXPERIENCE, QUALIFICATIONS, KNOWLEDGE, SKILLS: 

• Knowledge of asepsis and universal precautions; State and Federal guidelines regarding laboratory
safety; handling and/or disposing of bio-hazards and specimens; ability to dean clinic supplies;
maintain examination / treatment rooms and laboratory areas.

• Knowledge of Medical Assistant skills including phlebotomy and related laboratory and clinical
procedures; medical terminology; vital signs and immunizations.

• Mathematic skills: ability to do basic calculations; convert fractions and decimals; graph
anthropometrics and schedule follow ups that are time sensitive, all with a high degree of accuracy.

• Written communication skills to include: ability to provide clerical support; medical record-keeping;
utilize patient tracking registries arid accurately enter health information data; proficient with
computer use.

• Communication skills: ability to effectively communicate with non-English speaking clients utilizing
interpreters, when necessary, and/or skilled in a language or customs that enhances service delivery
to our clients; experience interviewing clients to obtain their medical, dietary, and social history. ·

• Work as a team player to collaborate and solve problems with clients and co-workers.
• Understanding of health education techniques; able to educate clients on health care maintenance

and prevention; ability to effectively engage the client.
• Understanding of the laws governing health care; HIPAA and the handling confidential information

with tact and discretion; understanding of Child Protective Services mandates.
• Willing to provide information and client education regarding reproductive health, emergency

contraception and pregnancy options, including abortion referral.
• Ability to set priorities, to make decisions within the scope of position; seek additional information

where/when necessary; analyze and evaluate situations; identify problems and implement
appropriate action/solutions.

• Ability to successfully perform a number of tasks simultaneously, meet deadlines and work under
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Physical Demands 
Frequencv 

Activity Description 
s 0 F C 

Extreme Hot X 

Wet and I or Humidity X Washing hands and using hand sanitizer. 

Proximity to Moving 
X Exam Tables. 

Mechanical Parts 

Exposure to Explosives X Liquid nitroqen, oxyqen tanks. 

Atmospheric Conditions X Liquid nitrogen, oxygen tanks, airborne illnesses. 

Exposed Heiqhts X 

Exposure to Electricity X 

Exposure to Toxic /Caustic 
X Silver Nitrate; toxic waste containers. 

Chemicals 

Exposure to Radiation X 

D Very Quiet 
� Quiet 

Noise Intensity � Moderate May have screaming patients. 
D Loud 
D Very Loud 

Other: X Employee is exposed to biohazards when handlinq sharps. 
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