                                 Job Description

Create a job description for your internship position for future interns to refer to.  Follow the format utilized in the examples below.  These are only BRIEF lists; yours should be extensive.

Job Title:  Medical Assistant

Job Duties:
1. Greet patients in person or on the telephone; answer or refer inquiries.

2. Direct and/or accompany patients to the examining room; provide examination gowns and drapes; help patients position themselves for the examination and/or treatment; arrange examining room instruments, supplies, and equipment.

3.  Verify patient information by interviewing patients; reviewing and/or recording medical history; taking vital signs; confirming purpose of visit or treatment.

4.  Complete medical records by recording patient examination, treatment, and test results.

5. Keep medical and office supplies ready by checking stock; anticipating needs; placing and expediting orders; verifying receipt; stocking items.


=====================================================

Job Title:  Waiter/Waitress

Job Duties:
1.  Prepare tables for dining by cleaning and covering tables; setting utensils, napkins, decorations, condiments, candles, and service plates.

2.  Help diners select food and beverages by presenting menu; suggesting courses; explaining daily specials; answering food preparation questions; offering cocktails and aperitifs; identifying appropriate wines.

3.  Transmit orders to kitchen and bar

4.  Serve food and drinks

5.  Maintain dining experience by inquiring of needs; removing courses as completed; replenishing utensils; refilling water glasses; being alert to spills or other special needs.

6.   Obtain dining revenues by totaling charges; issuing bill; accepting payment; returning change or credit card.

7.  Protect restaurant and diners by adhering to sanitation, safety, and alcohol beverage control policies.

