	Job Title:

Patient Safety Associate
	Department:

Facilities 
	Days and Hours of work:

Monday – Saturday
Hours Flexible based on Health Center Hours of Operation

	Created By: 

Human Resources Department
	Revised On:

07/10/2026
	Reports To:

Director of Facilities

	Job Summary:

Under the direction of the Facilities Director, the Patient Safety Associate provides professional support and outreach services to individuals and families, assisting them in accessing necessary preventive and primary healthcare services. The Patient Safety Associate also plays a key role in maintaining a safe, secure, and welcoming environment for all patients, visitors, and staff of the health center.										

	Primary Responsibility of the Position:
 Create and maintain a welcoming, professional, and safe environment for patients, visitors, and staff. 
 Greet and direct guests to the appropriate personnel, departments, or locations. 
 Patrol health center premises to promote safety and security. 
 Monitor and control access to the facility, ensuring entry is limited to authorized personnel. 
 Monitor surveillance systems and designated access points. 
 Respond promptly to alarms, emergencies, and security-related incidents; investigate and document disturbances as appropriate. 
 Identify and report safety hazards, security concerns, and maintenance issues to the appropriate department. 
 Enforce organizational policies and procedures related to safety, security, and facility access. 
 Secure the facility by ensuring doors, gates, and other access points are properly locked and secured. 
 Demonstrate strong interpersonal, communication, judgment, and problem-solving skills when interacting with patients, visitors, staff, and community members. 
 Assist medical departments with patient notifications and other related patient-support activities. 
 Develop and maintain professional relationships with community and civic leaders, including churches, community centers, Community Action Programs, and other community-based organizations, to promote awareness and acceptance of the health center. 
 Promote and explain available health center services while identifying the current and potential healthcare needs of patients and community members. 
 Establish effective communication with patients to ensure they are aware of and have access to appropriate programs, services, and resources. 
 Participate in community outreach activities and special events designed to enhance the health center’s visibility, reputation, and effectiveness within the community. 
 Rotate among health center locations as operational needs require. 
 Perform other related duties and responsibilities as assigned.


[image: ]

	Education and Experience:
 High school diploma or GED equivalent required. 
 One (1) year of experience directly related to the duties and responsibilities of the position, or three (3) years of professional experience providing customer service and/or patient engagement services in a healthcare setting. An equivalent combination of education and experience that provides the required knowledge, skills, and abilities may be considered. 
 Demonstrated ability to read, comprehend, and interpret written materials, policies, and procedures. 
 Ability to serve as a liaison with community organizations and maintain effective professional relationships. 
 Working knowledge and understanding of patient rights, confidentiality, and HIPAA regulations. 
 Proficiency with basic computer applications, including Microsoft Windows, Word, Excel, email, internet research, and related systems. 
 Ability to communicate effectively and professionally with patients, visitors, staff, community partners, and other associates. 
 Demonstrates sound judgment, tact, courtesy, professionalism, and integrity in all interactions. 
 Ability to maintain confidentiality and exercise discretion when handling sensitive patient and organizational information. 
 Must be physically capable of performing the essential duties and responsibilities of the position.

	Non-Discrimination Statement:

Mount Vernon Neighborhood Health Center Inc, d/b/a Westchester Community Health Center. does not and shall not discriminate on the basis of race, color, religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations. These activities include, but are not limited to, hiring and firing of staff, selection of volunteers and vendors, and provision of services. We are committed to providing an inclusive and welcoming environment for all members of our staff, clients, volunteers, subcontractors, vendors, and clients.




EMPLOYEE ACKNOWLEDGEMENT
I have read the above and understand that it is intended to describe the general content of and requirements for performing this job.  It is not an exhaustive statement of duties, responsibilities, or requirements.  I understand that this description does not preclude management the authority to add or change duties or responsibilities and understand that the performance of other duties will be required from time to time in order to meet Mount Vernon Neighborhood Health Center Network Inc., d/b/a Westchester Community Health Center needs.  I have been given a copy of this description.

________________________                                                           _______________________
 Employee’s Signature					 	   Date

________________________                                                           _______________________	
Supervisor’s Signature						    Date			
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Touching Lives... Lifting Spirits....





