Hidalgo County Human Services

Back-up Document to Agenda

Additional Duties

Slot # 240-001-0007 Administrative Secretary

· Assist in creation of cards under contract to UTMB to provide to each indigent patient that identifies them as an Eligible Resident and containing the information in the form identified in Exhibit A
· Receives physician’s referrals to be forwarded to UTMB to request appointment for clients
· Completes the UTMB referral form as identified in Exhibit B in advance in order to authorize treatment for all Eligible Residents
· Completes and submits invoices for payment of funerals, transportation, and monthly contract services to auditor’s office 
· Assist department in reporting maintenance issues for health and security purposes and requests suitable requirements for staff, clients and visitors
