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Empowering and Strengthening Ohio’s People (ESOP)
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Empowering and Strengthening Ohio’s People(ESOP)

—
Asian Services in Action, Inc. \5_
E A

AsiaTown Community Leaders I 7 ﬁ
bt m[&ﬂ
fumigh ﬂ’
i 5 L1
Wonton Gourmet and BBQ . L& :‘ff ‘Zﬂ" %

4w

—[AfTEIE

Payne Laundromat

Americana King Pang l

Lmgeomwmrivng b brramghaning Do b Pecpls
- Sy
w2 o

T TMMLETE e 0

s e hestind gag

%#

1%

AL AL B

ek # 2, R
%

- e 28 T
w3
&
i
iy
=)

9

CaII Lily Liao:
330-990-9524, 330-921-4088

E2ESRANES!

HIERKE M EFEREFE..

S NMSs{eas=

BEEMNE—SERENEMNA NS ERAAT
HEATING & COOLING SERVICE INC
R B EEAER, K R B, 5E

TEL:440-832-9260 KAREN LIN; 440-506-1635 RICKY LIN

R,

Asian Services In Action, Inc.

Location: Cleveland, Ohio

Job Purpose:Serves the International Communi-
ty Health Center (ICHC)patients by greeting
and helping them; scheduling appointments;
maintaining records and accounts and supports
Community Health Promotions (CHP) duties as
needed.

Job Duties:

* Greets patients and visitors in person or on
the telephone; answering or referring inquiries.
* Schedules appointments in person or by tele-
phone.

* Keeps patient appointments on schedule by
notifying provider of patient's arrival;

* Ensures availability of treatment information
by filing and retrieving patient records.

* Maintains patient accounts by obtaining,
recording, and updating personal and financial
information.

* Determines financial status of patient and eli-
gibility for service

* Records and updates financial information;
records and collects patient charges;

* Maintains business office inventory and e-
quipment and anticipates needed supplies;
Places orders for office supplies;

* Protects patients' rights by maintaining confi-
dentiality of personal and financial information.
* Maintains operations by following policies
and procedures; reporting needed changes.

* Contributes to team effort by accomplishing

Position Available:
Program Assistant eart-Time)

specific duties as needed.

* Keeps reception area ready for next medical
appointment day

* Able to open and/or lock clinic area if neces-
sary

* Reports to manager of CHP and ICHC

Skills/Qualifications:

* Multi-lingual -Fluent in both Chinese and
English

* Minimum High school graduate, prefer some
college or vocational school

* Experience with health center/clinic and
EHR/PMS is a plus

* Computer skills: Word processing, Familiar
with databases and data entry

* Ability to work with different ethnic groups
and nationalities

* Multi-tasking,

* Flexibility,

* Telephone Skills,

* Customer Service, ability

* Organization, Attention to Detail, Scheduling,
Please send cover letter and resume to:
sburgess@asiaohio.org
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Asia Discount Card Program
BMAM: 2/15/2013 -2/14/2014, $15@

Restaurant: Groceries:

Bo Loong T 1% off Tink Holl JEI%F 5% aff
East 30™ Café fiif 1075 off Good Harvest {59 10%% off
Flavors of India 5% off Lakshmi Plaza 5% off
Kumo Japanese Seafood Bullet 10 off Park - to - Shop (£ 55 aff
Li Wah Restaurant §# 58 1026 off 7. Wireless and South Asian

Gaolden Diragon 107 off Groceries 5% off
Mandarin Seafiood Buffet 1% off

Miega Korean BBGQ) 15% off

ani Japanese Restaurant 10 off

Pu-ﬁ:lf'u.: East 2o ofl . Other:

Pho 99 108 o M.C. Auto Services TEHE 100 off
Superior Restaurant 10%% ofl et

Srechuan Gourmet 10%% off Tak Yuen Tong (#MI%E 10% off
Tai Wah Chinese Restuurant 10% off Anna Beauty Center 10% off
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