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Analyzing Position Descriptions
Part 1
Creating effective position descriptions is important because it allows the job candidates to understand the duties and responsibilities for the specific position they are hired.  Further it safeguards  an organization legally as it can be used to defend why a certain candidate was selected for a position. It can also be shown why a position is classified as exempt or non exempt according to the Fair Labor standads Act(FLSA) (Berman, 2006). It also assists employees to establish goals for  job advancement. It also justifies an employees pay. Additionally, various departments  have a consistent understanding of the roles and responsibilities of employee in specific positions which allows a company to grow.
Position  description s are used in various ways. First, they are used in creting development plans for employees to ensure that they perform their jobs as expected.  They are also used in recruiting as it keeps the person hiring focused on the qualification and skills required.  Companies also use position descriptions to set expectations that employees in certain positions are supposed to accomplish (Pynes & Lombardi, 2011). It is also used in training new hires since it guides in deciding the areas that a new emloyees ought to be trained.  It also assists companies to protect against litigations because one can defend themselves against why they did not hire someone.
It is important to perform a position analysis before writing a position description because it allows a company to assess the need and purpose of the position  as well as the way the work need to be performed. A position analysis  ensures that the work that is to be performed  in a position is correctly described. The role of a position description is documenting the findings of a position analysis (Mader-Clark, 2013). 
The best people to contact to complete a position analysis include the managers of the specific departments so that they can answer certain questons that are pertinent to the position.  Further, it is vital to contact the department to establish whether the position is necessary and the expected roles the individual will be expected to perform.  Further, the human resource manager who adverted the position should be contacted to clariy on why there is need to fill the position and the purpose and need of it. 
Part 2
Medical Administrative Assistant
Responsibilities
· Interview patients for case histories prior to appointments
· Update and maintain patients’ health records
· Assist patients with initial paperwork
· Schedule and coordinate appointments
· Process insurance claims in compliance with law requirements
· Use medical software to support all transactions
· Manage receivable and payable accounts and maintain financial records
· Answer patients’ queries and ensure quality customer service
· Collaborate with doctors and nurses to help with medical examinations, schedule tests and order supplies
· Ensure compliance with procedures
· Keep up-to-date with changes in medical and insurance legislation
Requirements
· Proven work experience as a Medical administrative assistant
· Hands on experience with medical software and MS Office
· Knowledge of healthcare operations
· Familiarity with medical and insurance legislation
· Excellent organizational and multitasking skills
· Customer-oriented communication skills
· High school diploma; certification in medical administration is a plus

Strengths
This job description specifies the roles and responsibilities of the position such that it will be easy for the  potential employee to nderstnd his her role in the organization. It is elaborate and clear mking I simple to understand for the new hire.  It also has a requirements section that will be used by the recruiter to select the best person to fill the position.  These strengths contribute to the general effectiveness of this position description as it will allow the recruiter choose the right person to fill the position and also be used to train the employees and to justify their pay. It will also assist an employee to nderstand their roles and responsibilities and what they are expected to accomplish in the organization. 
What is lacking in this job description
The job description does not specify the pay grade or range. It also does not state the hours that the employee will be expected to work and the shifts.  It also does not state whether the poition requires the employee to work overtime or during the weekend. It also does not contain the objective of the job and special demands such as travel or heay lifting. 
Hospice Nurse
Responsibilities
· Collaborate with physicians and other professionals to plan care
· Make frequent visits to the patient to evaluate their condition
· Provide support and comfort according to individual patient’s needs
· Work with caregivers to plan and execute excellent patient care
· Help in administering medication
· Alleviate sudden symptoms of the disease’s end phase
· Notify a doctor for a patient’s condition when deemed necessary
· Assist patients and their families with paperwork
· Maintain accurate records
· Help relatives cope with the upcoming loss and provide post-mortem support
Requirements
· Proven experience as hospice nurse or registered nurse
· Knowledge of nursing care processes and medication guidelines/side-effects
· Committed to safety precautions and high ethical standards
· Proficient in English
· Sound judgement and attention to detail
· Excellent communication skills and a compassionate nature
· Cool-tempered and patient
· Emotional/mental stability and stamina
· Formal nurse training; certification as hospice nurse is a plus
· Current CPR certificate


Strengths of this job description 
This job description for a hospice nure specifies the roles and responsibilities of the potential employees and what they are expected to do once they are selected to fill the position.  This job description is elaborate and ensures that the the new employee understand the roles he/she is expcted to perform. The recruiter will also use the skills and qualifications to  select the person who matches what the company wants. These strengths will make it easy for the recruiter to hire the most qualified and skilled employee to fill the position. It will also allow th employee to understand what the company expectes him/her to do.
What is missing in this job description
The job description des not state the objectives of this position, the special demands that the job requires and the pay range of the job. The employee can find it hard to understand the shifts and whether the job will require them to work overtime.  These issues have to be specified to ensure that the employee understands the position comprehensively befor they can accept their roles. 
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