Running head: MY DUTIES AND HOW TO TRAIN THE CAREGIVERS	1

MY DUTIES AND HOW TO TRAIN THE CAREGIVERS                                                       12





My Duties and How to Train the Caregivers
A PROJECT PRESENTED TO THE
 Faculty of the Health Care Management Program
 at 
METROPOLITAN STATE UNIVERSITY OF DENVER 
in partial fulfillment of the requirements 
for the Bachelor of Science degree in 
Health Care Management
 DUE DATE  
Name 
Professor 




Introduction 
	Second home adult daycare is a renowned adult daycare center that provides caregivers relief by setting up a center where the aged parents can be taken good care for a certain number of hours during the day and picked up later. The most common day programs provided include overall elderly supervision, meals, and social activities. At the second home, the elderly with health-related needs are assured none other than professional services in a comfortable, secure and caring atmosphere. The facility is welcoming, bright and family based. Space was specifically designed to give care to the elderly having a variety of abilities and interests. 
	Being an intern at 2nd home in the department of administration and monitoring of the elderly gives me the prowess and space to interact with people from various backgrounds. This is crucial especially in the faculty of my studies as an administrative assistant. I would want to complete my intern at the 2nd home adult daycare because it is dignified and committed to giving extraordinary care to elderly patients a practice that will properly acquaint and prepare me adequately to serve as a professional and qualified administrative assistant in healthcare departments. Second home is a discreet place to learn with the passion and dedication needed to become a well-equipped medical practitioner. Therefore, the support, respite and caregiving services that are offered at the 2nd home are an excellent recipe for future roles in my field of study. 
Purpose 
	The study focuses on discussing the duties and objectives of an administrative assistant at the second home adult daycare. Providing support for the individuals in the dynamics of the continuing procedure of adapting to adversity is a crucial dogma of an administrative assistant that has been dignified by the medical actioners. Due to this significance, providing training to the caregivers to ensure the smooth running of activities at the second home adult daycare is one of my daily duties as an intern at the organization. I would comfortably want to complete my intern at the 2nd home adult daycare organization because it offers me a wide range of challenges that are sufficient to make me a well-versed administrative assistant in future. This would apprentice my career of medication administration the quality and capacity needed to promote efficiency and servanthood qualities in my entire career. 
   	 The mission of this study is to identify the duties performed by an intern student serving as an administrative assistant in second home adult daycare. Being an administrative assistant, am tasked with executing clerical duties. As an administrative assistant, I perform clerical services and administrative duties to ensure the accomplishment of goals at second home adult daycare. At the second home daycare, my intern involves maintaining paper files, make and accept calls. Managing the time sheets for the employees is also among the key roles I play at the organization. At the daycare am also required to translate English to Arabic for patients who are unable to communicate in English. Furthermore, I schedule appointments at the daycare between the nurses and the patients. Am also tasked with ensuring that the addresses of the caregivers and phone numbers are relevant and up to date. In case of any alterations, to the caregiver's addresses, am required to take the new changes and attach to the caregivers' files.   
    	The objective of the study is to examine the essence of keeping proper file system for employees as a duty for an administrative assistant. The files are arranged in alphabetical order of the names of the patients and employees. It is a significant study as the aspects of the internship is to provide a framework for the caregivers who attend to adults with adverse conditions such as trauma conditions, blood pressure, and health complications (Berg et al. 2013). So, based on my area of study, this research is meant to enable me to develop ideas from the past studies that have intensively discussed the roles played by an administrative assistant.
     The previous studies argue that providing care to the adults requires response character that demonstrates adaptation (Mueller & Vogelsmeier, 2013). Compelling studies have presented that caregiving services, especially to the adults, are conceived as a personal trait resulting from exclusively identified inner potential and it is believed to be limited to specifically remarked individuals. 
    	Today, keeping a proper file system for patients and nurses in daycare is a wide area of study that needs efforts and exclusive knowledge to facilitate quality services for patients (Benet, 2014). The file system is essential as it provides a platform for easy retrieval of information that may be needed urgently. This study will be implemented by developing a perspective fie system and offering training skills to the caregivers in second home adult daycare. This can then lead to the implementation of elaborate models concerning employee worksheets, to track changes in the worksheets of the employees and record any alterations about the employees address and phone numbers to file systems. 
   	 Translation of English to Arabic to non-English-speaking patients is another role I serve at the second home adult daycare. Second home adult daycare receives patients from cross-sectional races. This implies that encountering patients who are unable to understand the English language is common. So, the need for various translators at second adult daycare is inevitable. Being a translator involves a wide scope of ideas and skills. Therefore, the study will be evaluated through empirical researches and examination of improved theory on the skills and ideations required when translating to a patient under caregiving services and support. So, the project goals include the determination of the values of a translator, effective file system and efficient training approach to assist in tracking employee worksheets. 
The study also aims at examining the purposes of an administrative assistant in general including all the clerical work in running and managing the elderly patients at 2nd home adult daycare. Consequently, also looks at available literature bridging the existing gap in the field of medication administration through the description of various scientific dimensions on the elaboration and scope of training all employees until they all know how to make their own timesheet and submit it on time. My project also endeavors in making sure the applied patients are approved, have working health insurance that allows them to attend the facility, no missing information of the patients and the employees needed and maintain their 90 days visit. The final objective of this research paper is to synthesize results that can help identify implications of adult’s oncology in medication administration and the practice of promoting smooth and quality caregiving services to elderly patients.   
Statement of the problem
	The topic on my duties and how to train the caregivers and provide the best to the elderly employees is an inherent subject that has impacted the elderly who can only get support services at the daycare organizations (Dunn et al., 2014). The common problems that affect the elderly who are admitted at the second home adult include the risk experiences, stressors and risk factors to those individuals working in the field of medical administration.  Dimensional studies have demonstrated the adversity in daycare organizations as an antecedent to the individuals. The training is needed to ensure the employees have sufficient skills when dealing with elderly patients at the daycare. The elderly patients are mostly affected by conditions such as trauma, co-occurring disorders and other health-related issues.
Translation is a type of job that requires highly skilled individuals. The problem is how one gains the proficient skills to become an expert translator. Translating English to Arabic has taken me a lot if apprenticeship to acquire the skills. At the second home adult daycare, it nearly impossible to communicate with patients who are unable to understand English. However, the internship has enabled me to endure the challenges, and for now, I can handle numerous pressure that comes from various aspects. Quality translation is depended on the mastery of the language which sometimes is a challenge as well since some patients who report at the organization are even unable to connect the syllables for appropriate communication. 
	The use of timesheets in foresighted organizations has gained momentum in the recent past. Technically, timesheet refers to a piece of paper that allows one to track the time record each employee spends on a task. At the second home organization, am mandated to track the hours' employees have worked, accruals, leave time and to create any significant adjustments needed for processing payrolls. The common pay periods I have encountered while doing my internship include weekly time formats, biweekly, monthly, and bi-monthly time formats.
  	  According to Leibbrandt & List (2014), studies indicate that keeping time sheets are vital in eviting adversities related to time impartiality. Tracking time becomes important to avoid time-based complications. Previously, the timesheets at second home adult daycare were being managed by the management. However, there is a change of plans, and the employees will have to track their time sheets. Since it is a new program, intensive training is required to make sure proper and effective information is obtained. The challenge that I encounter when administering my training is the lack of cooperation from employees.   
  	  The fact that the elderly population is growing so fast, and the complications related to health issues are increasing day by day, the problem booking appointments with caregivers are needed. This calls for the integration of efforts such as coordinated care within various levels of healthcare adult caring facilities (Geller & Denny, 2013). To overcome the challenges and bring more understanding of the issue of appointment between the patients’ and the caregivers. An appropriate initiative needs to be formulated to allow the affected individuals ample time to acquire positive thinking. This aims at improving the coordination services within the organization setting.  Alvoid & Black (2014) posit that limited researches are covering the issue of the elderly and the necessary time allocation that is needed to create substantial appointments with the caregivers. 
  	  Despite the concerns and facts drawn, still, no considerable attention is attributed to the patients who are aged by scholars. Consequently, the freshmen in the field of administering medication to daycare patients are receiving being challenges.  This has denied safety characteristics to the patients in the elderly section of the population. For instance, recently, I had to make a call to Colorado to ensure if some patients were certified to receive the caregiving services or not.  Similarly, since making and receiving calls is among the duties, I execute at the second home daycare, approximately per day I receive nearly 300 calls inquiring about the safety of their loved ones. The aged members of the society represent a considerable vulnerable group of patients that need serious care method transitions. Numerous studies have excluded the researches while the aged are a lot of the society that is more vulnerable and hence need much protection. The lack of concern to adults has triggered communication breakdowns, lack of timely follow-ups to the aged, inadequate patient education, and lapse in-home services. 
   	 The characteristics that relate to clinicians mandated with the role of supporting the elderly end up providing compromised medication to the elderly patents. However, there are systematic elements that bring complexity in the issues of daycare services and the associated risks. During my interaction with various kinds of people in my intern, I have come to learn that the biggest problem of administering medication among the elderly is sometimes translated into biological and genetic factors, the issue turns to be a transitional roadblock at the 2nd home adult daycare. As such, studies have developed an idea that works on the condition that with limited resources, research priority should fundamentally aim at identifying the factors that can bring a more amenable intervention to risk the caregiver to deliver quality services to the patients. 
Project title, location and duration 
	This project under the supervision of my internship preceptor has been given the title: “my duties and how to train the caregivers and provide the best to the employees” this title aims to highlight the duties and practices assigned to me as an administrative intern at the second home adult daycare.  
In this study, I analyze my duties ranging from making and receiving calls, training employees on how to manage their own time sheets, and clerical works in general associated with transitional caregiving services. It highlights the essence of having a file system for both employees and patients which is also my duty at the second home adult daycare. 
	The project is conducted within the premises of the 2nd home adult daycare organization. The address of this site is given as Aurora, co. All the activities of this project will be performed in the administration medical department. This project is entitled to commence in February 2019, and it will go for a period of three months. As much as there will be regular sending of newsletters, template creation and compiling of necessary materials will be finished before the expiry period of my internship that is in the in May. 
Participants
	The participants can be categorized into two groups namely those who will implement the work and those will be actively involved. Other than myself, there is another person mandated to perform the major part of the project. Person X, who is the coordinator, will be responsible for cross-checking my work if executed accordingly. The coordinator will also check that the training that I conduct is profitable to the employees. 
	My responsibilities as the intern will be training the employees on how to manage their time sheets, making and receiving calls. Similarly, I will be booking appointments for patients with clinicians. The aforementioned duties being assigned between the coordinator and myself, this introduces me to the list of participants who are partially involved in the project. The two partially individuals are involved, but they are to account for the completion of any work. They are person Y, the Director of medication at second home adult daycare and person Z, the vice president of second home adult daycare. The person Z will aid in any vital information needed about the organization. She is also to allow the physicians at the organization to participate in the training that I will conduct. The contacts of these individuals are as shown in the table below. 
	Name 
	Position
	Contacts 

	Name X
	Coordinator
	Email

	Name Y
	Director of medication
	Email

	Name Z
	Vice president 
	Email



Objectives
Objective #1: organize patients and employees’ files alphabetically and sort them where they belong to in the drawers
Purpose: this will ensure easy retrieval of the information about employees and patients. 
a. What will be accomplished: maintained records, administrative file audits and secure documents for files. 
b. Who will accomplish it: I will endeavor to create an appropriate file system for the organization.
c. When will it be accomplished: by mid-April I expect to have all the file systems in order. By the time I complete my intern all the systems should be assessed and approved as effective for the organization.
d. Implementation activities: request for information about each employee and patients on time. This will allow me ample time to generate effective file system.
e.  Statement of evidence of activities completion: the evidence of the success of the implementation of my assigned duties will be provided by the end results of my file system. The efficacy of the system will assist in gauging the evidence of activities completed.
f. Objective#2: Make phone calls to all employees to come to get their missing information paper and to be trained on the new timesheet process.
A. Purpose: help the employees in self-management of the time sheets through the application of functional perspectives. This will make the complexity of the timesheets appear easy to manage to the employees.
a. What will be accomplished: By the end of the internship, each employee should be able to track their own time sheets and collect their checks.
b. Who will accomplish it: the project will be accomplished through my personal efforts during the intern. 
c. When will it be accomplished: depending on the speed of understanding of the employees about time sheets, it might take some time, but it cannot go beyond the completion time of my internship period.
d. Where will it be accomplished: it will be accomplished within the environmental setting of second home adult daycare.
e. Statement of evidence: capability of the employees to fill the time sheets will be sufficient to prove my well-done job. 
B. Implementation activities: I will implement this by engaging employees who will have hard time understanding how to fill the time sheets. I will visit employees’ offices for personal involvement. 
C. Statement of evidence of activities completion: The response of the employees whether or not able to fill the time sheets will show that the activities are completed and accomplished since all employees will be able to manage their time sheets. 
Timeline 
	While creating the timeframe taken for the completion of my project, I wish to remind my intern receptor that, my service at the intern site commenced long before building the timeline for this project. Therefore, based on that argument the timeline for the completion of the entire project will exclude time spend for orientation at the hospital meaning it will only include the time when work-related activates begun. Although numerous other accomplishment and duties were needed at a different time of my training, the timeframe will only constitute the primary duties. The dates indicated below are constitute the time taken for the completion of the project.
	From the timeline provided there are 4 hours of service delivery and internship that are not in inclusion. There were also 4 hours for system orientation training. This training was finished on Wednesday midday 14/3/2019 as from 8:00 am to 12:00 pm. The total hours spent on the project add up to 200 required for the contacting series of activities in the internship, this also includes vacations. Vacations are organized by the organization as an award for work merit. 
	The calculation for total time is according to the arrival time in the organization which is 7:00 am and departure time at 3:30 pm plus an additional 30 minutes lunch. Furthermore, I will be attending 3 meetings a day. The meetings concern the crucial discussing elements of administrative assistant. This is essential in ensuring I gain the necessary knowledge and experience needed to become a professional administrator. All the outcomes of the meetings attended will be noted in the internship journal for the entire period. 
	Objective
	Weeks 1-2
02/02/2019-28/02/2019
	Week 2-3
29/02/2019-15/03/2019
	Week 4-5
16/03/2019-31/03/2019
	Week 5-9
1/04/2019-1/05/2019

	Title name
	1-2
	
	
	

	Title name 
	
	2-3
	
	

	Title name 
	
	
	4-5
	

	Tittle name 
	
	
	
	5-9



	In conclusion, the concept of administrative assistance as a profession is a great area of study for it gives the potential that is acquired in the field of administering medication. The topic offers quality insights on duties and roles of an administrative assistant. Although the capacity of the duties for an administrative assistant in medication research is greatly handled at the individual level, genetic, biological, systematic and environmental are key attributes to the dynamic procedure. Therefore, administrative duties play a key role in promoting effective service delivery for a daycare setting.
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