NATIONAL JEWISH POSITION DESCRIPTION

I.
JC  1533  JOB TITLE   PSYCHOMETRIC TECHNICIAN II        DATE  1991  


FUNCTION    BIOMEDICAL AFFAIRS    DEPARTMENT ADULT CLINICAL PSYCH.  

II.
PURPOSE AND SCOPE


To administer structured psychiatric interviews to patients and their parents, to score or prepare tests for computer scoring and to perform clerical duties to support this position's actions.


III.
SPECIFIC DUTIES


1.
Administers structured psychiatric interviews to patients and their parents, meeting a prescribed profile.  Administration of interview requires specific clinical judgement at critical juncture points.  Administers psychological testing as requested by psychosocial staff.  May administer extra tests for research purposes.



2.
Enters data from testing into computer.  Scores and/or prepares test materials for computer scoring, including delivering and retrieving scored tests from data processing.



3.
Makes appointments for testing.  Assembles patient files and does filing.  May make patient profile cards for use by Psychiatrist.  Data enters billing information for testing procedures and orders tests and office supplies.

4.
Scores and interprets results from assessment.  Drafts report summarizing results of diagnostic interview, to be reviewed with supervising psychiatrist.  Sends report to requesting clinician.



5.
Generates monthly report for Dir/Pediatric Psychiatry summarizing testing services provided.



6.
May assist in development of new testing materials and on-going research.

JC   1533   



IV.
FACTORS:
1-SCOPE OF INTERACTION:  Cost Center

2-REPORTS TO (TITLE):  Dir/Pediatric Psychiatry

3-AMOUNT OF SUPERVISION RECEIVED:  Weekly

4-DIRECTION OF STAFF (TOTAL NO. OF DIRECT AND INDIRECT REPORTS):  None

5-FORMAL EDUCATION:  Bachelor's in psychology, social work, sociology or related field; or, equivalent experience

6-JOB EXPERIENCE (TYPE & TOTAL AMOUNT BEYOND FORMAL EDUCATION):  1 year 

working in mental health, with strong patient contact preferred.  Office experience required in coordinating testing and office procedures, including computer, typing, filing.

SPECIAL SKILLS:  Good interpersonal skills, professionalism in patient interactions, sensitivity to psychological make-up of patients to include sound judgment about when to proceed or stop testing.  Competence with ability to learn administration of psychiatric interview.  Flexibility.  Ability to work with all ages and types of people.  Ability to work with and be around illness.  Good writing skills; ability to generate a coherent and concise report.  Some data analysis skills.

CERTIFICATION OR LICENSURE REQUIRED:  None

7-DISCRETION/JUDGMENT REQUIRED:  Broad procedures

8-PLANNING (TIME ON JOB SPENT IN PLANNING):  None

9-SCOPE OF ACCOUNTABILITY:  Own work

10-FISCAL YEAR DOLLARS UNDER COST CENTER SIGNATURE AUTHORITY OF THIS 

POSITION:  None

11-PATIENT/PUBLIC CONTACT (TIME ON JOB SPENT IN PATIENT/PUBLIC CONTACT):
Over 2/3

12-WORKING HAZARDS (LIST SPECIFIC ONES):  One or more hazardous working 

conditions, including potential exposure to contagious disease

13-PHYSICAL DEMANDS (INDICATE STANDING, STOOPING, BENDING, TWISTING, 

POUNDS TO BE LIFTED, ETC.):  Limited

