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@ OUTSOURCE ACCESS
EEDEFINING HOW YOU SCALE

About Us:

Outsource Access is a comprehensive “business process outsourcing” and virtual assistant firm with over 500
employees in the Philippines serving businesses in 70 industries. But what are we really? Our Clients tell us we are
their “Growth Partner” helping them redefine how they scale. We are proud fo have won 6 national and global

awards for our commitment to quality and impacdting the lives of our staff including recent ranking of #326 on the
Inc 5000 for 2023.

We do a customized discovery session with each Client and offer support in every business fundtion including
operations, marketing, bookkeeping, sales, HR, admin and executive support. Our staff are all full ime and
managed employees who are committed fo your success with our signature talent and matching, onboarding and
detailed OA Playbook process to capture and document every fask we execute. 'We will be your full tum-key,
aoffordable answer to scale and growth.
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Healthcare - Operations

Task |Monitoring Resi-
dents' Service Authoriza-

fion

Description of the Task: This task involves
the diligent review and proactive monitoring
of residents' Service Authorizations (SAs) to
guarantee timely renewals before they expire.
You will collaborate closely with administrative
teams, residents, and families to gather accu-
rate information, ensuring proper documenta-
tion completion.

1. Begin by accessing the waiver management system
using your provided credentials. This is the starting point
for managing residents' Service Authorizations.

2. Once logged in, navigate to the section where the list
of residents and their related information is displayed.
This could be the main dashboard or a specific module
within the system.

3. Within the resident information section, look for the
specific tab or section labeled "Service Authorization." This
is where you!ll find details about each resident's current SA
status.

4. Click on each resident's name or profile to access their
individual information. Here, youll find a breakdown of
their Service Authorization details, including start and end
dates.

5. Review each resident's SA information to identify the ex-
piration date. Caleulate which SAs are due to expire
within the next 35 days. This involves cross-referencing
the current date with the expiration date.

6. Keep a record of residents whose SAs are set to expire
within the specified timeframe. This could be in o digital
spreadsheet, document, or directly within the waiver man-
agement system if it offers note-taking features.

7. Based on the list you've compiled, prioritize the resi-
dents whose SAs are due to expire soon. This will help
you focus on those needing immediate atftention.

8. If required, notify the administrative team, supervisors,
or relevant stakeholders about the upcoming expirations.
This could be through emails, reports, or notifications
within the system.

9. Depending on the organization's procedures, start the
renewal process for each resident's SA. This might involve
gathering necessary documents, obtaining approvals,
and submitting the required paperwork.

10. Keep a log of the actions you've taken for each resi-
dent's SA renewal. This documentation will be valuable

for fracking progress, future reference, and compliance
purposes.

11. Schedule regular sessions 1o repeat these steps on a
predetermined frequency, such as weekly or monthly. This
ensures that no SA renewal falls through the cracks and
maintains a proactive approach.

www.outsourceaccess.com
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Healthcare - Operations

Task |Performing Quality
Improvement Plan Assess-
ment

Description of the Task: This task involves
thoroughly assessing and analyzing the Quali-

ty Improvement Plan {QIP) to ensure its effec-
tiveness and alignment with organizational
goals. It includes a comprehensive review of
the plan's objectives, strategies, and out-
comes, identifying areas for enhancement,

vous quality enhancement.

1. Begin by thoroughly examining the current Quality Im-
provement Plan (QIP) to understand its structure, objec-
tives, and strategies.

2. Utilize data analysis, feedback from stakeholders, and
observations to pinpoint specific areas within the QIP that
require enhancement. Look for patterns and trends that
suggest where improvements are needed.

3. Based on the identified improvement areas, arficulate
clear and concise goals and objectives. Each goal should
address a specific aspect of improvement that contributes
to the overall quality enhancement.

4. Break down each goal info actionable steps. Be specif-
ic about how each sfep can be achieved. For instance, if
the goal is to enhance communication among team
members, action steps might include implementing regu-
lar feam meetings, using collaborative software, and as-
signing a communication champion.

5. Assign each action step fo the appropriate feam
member or department. Clearly define who is account-
able for each task to ensure effective ownership and exe-
cution.

6. Begin implementing the defined action steps according
to the schedule. Ensure that everyone involved under-
stands their responsibilities and is aligned with the plan's
objectives.

7. Regularly frack and monitor the progress of each
action step. This could involve periodic check-ins, status
updates, or project management software fo ensure tasks
are on track and deadlines are met.

8. Continuously gather feedback from team members
and stakeholders regarding the progress of the plan.
Make adjustments as necessary based on real-time in-
sights and changing circumstances.

9. Once the plan's action steps are completed, review the
entire process. Evaluate the outcomes against the defined
goals and objectives. Did the improvements have the de-
sired impact? Were the goals achieved?

10. Document the outcomes of the QIP review and en-
hancement process. This documentation will be valuable
for future reference, sharing insights with stakeholders,
and ensuring a fransparent record of quality improvement
efforts.

www.outsourceaccess.com
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Healthcare - Operations

Task| Auditing Time Clock
Wizard

Description of the Task: This task involves
the meticulous auditing of Time Clock
Wizard. Auditors thoroughly assess the sys-

tem's accuracy, functionality, and compliance

with regulations. By scrutinizing its time record-
ing, data management, and reporting capa-

bilities, auditors ensure that Time Clock

dents” work hours while aligning with both
legal standards and specific business needs.

1. Reach out to the client to obtain the schedule of the res-
ident whose time records need auditing. Make sure you
have accurate details of the timeframe to be audited.

2. Using the provided credentials, log in to the Time
Clock Wizard portal. Ensure that you have the necessary
permissions fo access and generate reports.

3. Once logged in, locate the sidebar menu on the
portal. Look for the "Reporis" or similar option and click
on it to access the reporting section.

4. Within the reports section, choose the appropriate set-
tings to generate a report for the specified timeframe. This
may involve selecting the resident's name, the desired
dates, and the relevant data fields. If necessary, adjust the
report settings to ensure accuracy.

5. After configuring the report settings, initiate the report
generation. Once the report is generated, locate the
download or export option. Select the appropriate file
format (usually PDF or CSV).

6. If the report is in CSV format, you can directly open it
in Microsoft Excel. If the report is in PDF format, open Mic-
rosoft Excel and choose the "lmport" or "Open" option.
Navigate to the downloaded report file and follow the
prompts to import the data into Excel.

7. With the report successfully imported info Excel, review
the data for accuracy and completeness. Cross-reference
the resident's schedule obtained from the client to ensure
that the recorded hours align with the provided schedule.
Make any necessary notes or adjustments for discrepan-

cies or irregularities.

8. In a separate document or spreadsheet, document
your audit findings. Note any discrepancies, errors, or pat-
terns you've identified during the review process.

9. Prepare a summary of your audit findings. Communi-
cate these findings to the relevant parties, such as your
client or supervisor. Be clear and concise in explaining
any discrepancies and suggest any corrective actions if
needed.

10. Keep a record of the audit process, including the gen-
erated reports, Excel sheets, and any communication re-
garding the audit. This documentation will be important
for future reference or if any questions arise later.

www.oufsourceaccess.com

07



Healthcare - Operations

Task| Tracking Resident
Doctors Attendance

Description of the Task: The task involves
monitoring the aftendance of resident doc-
tors. This includes recording their presence
and absence, managing schedules, and en-
suring accurate timekeeping. By maintaining
a comprehensive attendance tracking system,
hospitals and medical facilities can efficiently

line operations, and uphold quality patient
care.

1. Keep an eye on your inbox for an email from the busi-
ness manager. This email should include the aftendance
and hourly community service report for both residents
and non-residents.

2. Once you receive the email, open it and download the
attached aftendance and hourly community service re-
ports specifically for resident doctors.

3. Create a folder on your computer to store all the atten-
dance-related files. Keep separate folders for each month
to maintain a structured record.

4. Open the applicable attendance workbook for the cor-
responding month. Navigate fo the resident doctors' sec-
tion and begin inputting the attendance data from the
downloaded report.

5. In the workbook, mark attendance by indicating "P" for
present and "A" for absent for each day. If a resident
doctor was on community service, mark the appropriate
hours in the hourly community service column.

6. Utilize formulas to calculate the total number of days
present, days absent, and total community service hours
for each resident doctor.

7. Double-check the data you've entered to ensure accu-
racy. Cross-reference it with the downloaded report to
avoid errors.

8. If you notice any discrepancies between the download-
ed report and your input, highlight them and make @
note for later clarification.

9. Save the attendance workbook with the updated data.
Make sure to back up all your files regularly to prevent
data loss.

10. Create a summary page at the end of each month's
attendance workbook. Include aggregate data such as
the total number of days present, absent, and community
service hours for each resident doctor.

11. Once the attendance workbook is updated and veri-
fied, share the monthly summary with relevant manage-
ment personnel, such as the business manager or head
of the medical department.

12. After each month's attendance is processed, archive
the files in a secure location. This ensures that historical at-
tendance data is easily accessible for reference or audits.

www.outsourceaccess.com
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Healthcare - Operations

Task| Optimizing Staff
Scheduling

Description of the Task: This task involves
the strategic enhancement of staff scheduling
processes. By leveraging efficient planning,
advanced tools, and a deep understanding
of operational needs, the aim is fo create
well-organized and balanced schedules that
maximize productivity, minimize conflicts, and
ensure seamless operations.

1. Receive client shift requests and review their specific re-
quirements. Match available employees' skills, availability,
and preferences to appropriate shifts. Assign shifts while
considering workload distribution and maintaining opti-
mal coverage.

2. Monitor for shift cancellations or urgent scheduling
changes. Quickly identify available employees to fill in for
canceled shifts or urgent needs. Communicate schedule
adjustments promptly to affected employees.

3. Help staff accurately sign in/out for their scheduled
shifts. Verify timesheet data to ensure it matches sched-
uled hours. Align signed timesheets with billing or payroll
systems for accurate compensation.

4. Regularly assess employee availability, skills, and prefer-
ences. Adjust schedules to optimize coverage while avoid-
ing overloading employees. Ensure faimess and compli-
ance with labor laws in terms of rest periods and maxi-
mum working hours.

5. Handle employee requests for shift swaps or adjust-
ments. Evaluate the feasibility of the requests, considering
operational needs and faimess. Facilitate smooth shift
changes while maintaining adequate coverage.

6. Maintain clear communication channels with employ-
ees about schedule updates. Notify employees promptly
about any changes in their shifts, cancellations, or urgent
needs. Ensure all involved parties are well-informed to
avoid confusion.

7. Keep thorough records of all schedule changes, shift
assignments, and employee availability. Document any
shift cancellations, urgent requests, and their resolutions.
Maintain an organized system for easy reference and
future auditing.

8. Conduct periodic reviews of scheduling efficiency and
effectiveness. Identify opportunities for improvement and
implement adjustments as needed. Continuously refine
the scheduling process based on feedback and data anal-
ysis.

www.outsourceaccess.com
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Healthcare - Operations

Task| Assisting with Staff
Management

Description of the Task: This task involves
actively aiding in the coordination and over-
sight of staff. By providing support across vari-
ous aspects of staff management, including
scheduling, communication, and operational
needs, the aim is to ensure a harmonious
and efficient work environment that optimizes
team performance and fosters productivity.

1. Continuously track and maintain staff certifications, en-
suring compliance with police checks, CPR, and other re-
quirements. Keep staff informed about upcoming certifica-
tion renewals.

2. Navigate to ClearCare platform, access employee pro-
files, and update details such as contact information, certi-
fications, and relevant particulars.

3. Offer direct support to employees facing challenges
with the ClearCare app, addressing clock-ins, clock-outs,
shift details, and app-related inquiries. Resolve technical
problems promptly or escalate when necessary.

4. Access ClearCare's daily care logs to review staff en-

tries on client care activities, medication administration,

and observations. Ensure alignment with care plans and
accuracy in documentation.

5. Create effective communication channels for staff up-
dates, chonges, or important announcements. Responol
promptly to staff queries, offering guidance on operation-
al procedures.

6. Aid in aligning staff schedules with client needs, avail-
ability, and regulatory requirements. Strive fo minimize
scheduling conflicts while maintaining proper coverage.

7. Collaborate with HR to organize training sessions,
scheduling them and tracking staff participation. Ensure
staff receives essential training for new procedures or pro-
tocols.

8. Handle confidential employee information with strict
adherence to data protection regulations. Uphold legal
standards and industry guidelines in all interactions.

9. Collect regular feedback from staff to improve opera-
tional processes. Share insighiful suggestions with man-
agement to enhance staff experiences and overall efficien-

cy.

10. Keep thorough records of interactions, including assis-
tance provided for ClearCare app issues and staff inqui-
ries. Maintain a comprehensive log of completed tasks
and ongoing matters.

www.outsourceaccess.com
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Healthcare - Administrative

Task| Facilitating Quick-
MAR Audits and Documen-

tation

Description of the Task: This task involves
overseeing and streamlining QuickMAR
audits while ensuring meticulous documenta-
tion. By effectively managing medication ad-
ministration records and related documenta-
tion, this process enhances accuracy, compli-
ance, and efficiency in healthcare settings.

1. Log in to the QuickMAR system using your credentials.
Navigate to the patient records section where medication
administration data is stored.

2. Review patient documentation to ensure all necessary
information is present, including patient details and pre-
scribed medications. Verify that documentation aligns with
the prescribed freatment plans.

3. Cross-reference patient records in QuickMAR with the
actual medication administration activities. Confirm that

recorded administration times match the actual times of

medication given.

4. |dentify discrepancies or missing information in the
medication administration records. Investigate reasons for
discrepancies and work to rectify inaccuracies.

5. Record the outcomes of the audit, including any dis-
crepancies found and the steps taken to address them.

Document corrections, adjustments, or explanations for
any discrepancies.

6. If necessary, communicate with healthcare profession-
als, nursing staff, or other involved parties about discrep-
ancies and corrective actions. Collaborate to ensure accu-
rate and updated documentation moving forward.

7. Establish a routine schedule for conducting QuickMAR
audits to ensure consistent monitoring of medication ad-
ministration records. Make necessary adjustments to the
frequency of audits based on audit findings and compli-
ance standards.

8. Provide guidance to staff members on proper docu-
mentation practices and accurate data entry info Quick-
MAR. Offer training sessions or resources to improve the
overall accuracy of documentation.

9. Analyze audit results over time to identify trends or re-
curring issues. Implement process improvements to mini-
mize discrepancies and enhance documentation accura-

cy.

10. Keep informed about relevant healthcare regulations
and compliance standards related to medication adminis-
tration documentation. Adapt audit procedures as
needed to align with any regulatory changes.

Www.outsourceaccess.com
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Healthcare - Administrative

Task| Managing Calendar
and Organizing Email Ap-
pointments

Description of the Task: This task involves ef-
ficiently overseeing a calendar and arranging
appointments for both patients and doctors
through email. By adeptly managing schedul-
ing and organizing appointments via email
communication, this process ensures a struc-
tured and well-coordinated calendar for

promoting effective time management and
seamless communication.

Client Calendar & Email Management

1.

2.

Receive an email from the client containing the
schedules o be added 1o the Outlook calendar.
Open Outlook and navigate to the Calendar
section.

Click on "New Appointment" or use the shortcut
Cirl+N to create a new appointment.

Fill in the necessary details for the appointment,
including the subject, location, fime (in EST), and
add any relevant notes in the description box.

Scheduling Appointments for New Patients

1.

2.

Check the designated business email for any
incoming messages from potential patients.

Log in to the DrChrono page and use the search
box to identify new or repeat patients (follow
separate instructions for setting appointments with
repeat patients).

Review the schedule-calendar page to identify
available time slots before responding.

Set an appointment in DrChrono, ensuring fo avoid
gray or blocked schedules.

Scheduling Appointments for Repeat Patients

Check the designated business email for incoming
messages from potential patients.

Log in to the scheduling system and defermine if
the patient is new or a repeat patient.
Double-check the patient's information to ensure it
matches the provided contact details.

Review the schedule-calendar page to identify
available fime slots.

Set an appointment in the scheduling system for the
patient, considering the available openings in the
schedule.

www.oufsourceaccess.com
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Healthcare - Administrative

Task| Optimizing Patient
Files in Sharepoint

Description of the Task: This task involves
optimizing the arrangement and manage-
ment of patient files within the SharePoint plat-
form. By implementing efficient folder struc-
tures, metadata, and labeling, this process en-
sures easy access, systematic organization,
and secure storage of patient documents,

tions and effective information retrieval.

1. Use the provided credentials to access the SharePoint
platform.

2. Evaluate the existing organization of patient and doctor
files and folders. Understand the current layout and deter-
mine areas for improvement.

3. Analyze the content of each document and file. Cate-
gorize them into appropriate groups such as patient re-
cords, medical reports, prescriptions, efc.

4. Based on the categories identified, create main folders
for different document types (e.g., "Patient Records," "Medi-
cal Reports," "Prescriptions”).

5. Organize further by creating subfolders within the main
folders. For instance, under "Patient Records," you might
have subfolders for each patient's name.

6. Review the names of files within each folder. Rename
files with clear and descriptive names to facilitate easy
identification and retrieval.

7. ldentify and remove any duplicate or redundant files to
maintain a clutter-free and efficient file structure.

8. Assign permissions to folders and files based on user
roles. Doctors, nurses, medical aids, and other personnel
should have access only fo the relevant folders.

9. Collaborate with team members to ensure that the
new file organization meets their needs and preferences.
Gather feedback and make necessary adjustments.

10. Test the accessibility of the organized files from vari-
ous user accounts {doctor, nurse, admin, etc.). Ensure
that everyone can access the right files without any obsta-
cles.

11. Offer training to users, if required, to familiarize them
with the new file organization structure and permissions.

12. Establish a routine schedule for reviewing and main-
taining the organized files. Periodically check for updates,
additions, and any new folders or subfolders that may be
necessary.

www.outsourceaccess.com
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Healthcare - Administrative

Task| Collecting Relevant
Information for the Com-
pany Newsletter

Description of the Task: This task involves
gathering pertinent information for the cre-
ation of the company newsletter. By meticu-
lously sourcing and curating relevant up-
dates, announcements, and noteworthy con-
tent, this process ensures the newsletter is in-
formative, engaging, and a valuable commu-

diences.

1. Access the designated company drive or shared folder
using your provided credentials.

2. Review intfernal communications, recent meetings, and
updates to identify relevant news, updates, and announce-
ments that can be featured in the newsletter.

3. Browse through the available image repository and col-
laterals, selecting those that align with the newsletter’s con-
tent. Prioritize visuals that resonate with the company's
branding.

4. Verify the copyright status of selected collaterals. Priori-
tize using materials produced by the clinic to avoid copy-
right infringement. If external materials are needed,
ensure proper permissions are obtained.

5. Categorize collected information into sections such as
"Company News," "Employee Spotlights,' "Upcoming
Events," and more. This step aids in organizing the news-
letter's content.

6. Craft engaging and concise content for each identified
category. Pay attention to tone, clarity, and consistency in
style. Format content for easy reading and visual appeal.

7. Reach out to different departments or teams to gather
specific updates or insights that can enhance the newslet-
ter's content.

8. Integrate curated images and collaterals into the con-
tent. Ensure images are high-quality, relevant, and visually
appealing.

9. Double-check all information for accuracy, including
names, dates, and details. Verify that the content reflects
the latest updates.

10. Share the draft newslefter with relevant stakeholders
or supervisors for review and approval. Incorporate their
feedback and suggestions.

11. Thoroughly proofread the content to eliminate gram-
matical errors, typos, and inconsistencies. Maintain a pol-
ished and professional fone.

12. Make any necessary final adjustments based on feed-
back received. Once approved, format the newsletter for
distribution, whether through email, print, or digital plat-
forms.

www.outsourceaccess.com
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Healthcare - Administrative

Task| Updating Applicant
Files

Description of the Task: This task involves
keeping applicant files current and accurate.
By regularly updating information, docu-
ments, and records in applicant files, this pro-
cess ensures that the company maintains
up-to-date and comprehensive records of
candidates throughout the hiring process,

a well-organized recruitment process.

1. Understand the company's established policies and
guidelines regarding applicant file cleanup and deactiva-
tion. Ensure you are aware of the criteria for determining
inactive or non-selected candidates.

2. Log in to the applicant database or tracking system
using the provided credentials. This system will house alll
applicant files and related information.

3. Navigate to the section that lists active applicant files.
This could be a designated "Active Applicants" section
within the system.

4. Review the active applicant list and identify candidates
who have not progressed in the recruitment process. Also,
identify applicants who are no longer under consideration
due to various reasons.

5. For each identified candidate, verify their current appli-
cation status against the information provided in the
system. Confirm the accuracy of their stage in the recruit-
ment process.

6. Change the application status of candidates who are
no longer active to "Inactive" or "Not Selected," according
to your company's terminology. Update this status within
the applicant tracking system.

7. Reach out to the hiring team or relevant stakeholders
to confirm the application status of specific candidates.
Gather any additional information required for accurate
status updates.

8. If company policy dictates, draft a polite and informa-
tive email to notify candidates of their updated applica-
tion status. This maintains transparency and professional-
ism.

9. If the system allows archiving, move inactive applicant
files to an archive sectfion for future reference. This helps
in maintaining an organized database.

10. If your company's data retention policy permits, delete
applicant files that are no longer needed, adhering to
data protection guidelines to ensure compliance.

11. Ensure that the applicant tracking database or system
is updated with the new statuses and changes you've
made for accurate and current records.

12. Maintain a defailed record of the cleanup and deacti-
vation process, noting candidates whose statuses were up-
dated, archived, or deleted. This serves as a reference for
future audits.

13. Handle all applicant data with strict compliance to
data privacy regulations, ensuring that sensitive informa-
tion is managed securely.

14, Establish a routine schedule for applicant file clean-
ups. This regular maintenance keeps the database orga-
nized and up-fo-date.

15. Continuously refine the cleanup process based on
feedback from the team and your own experiences. Aim
to make the process more efficient and effective over
time.

www.outsourceaccess.com
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Healthcare - Administrative

Task| Researching Adver-
tised Pay Rates for PSW,
RN, RPN

Description of the Task: This task involves
conducting thorough research to gather infor-
mation on the advertised pay rates for posi-

tions of Personal Support Workers (PSW), Reg-
istered Nurses (RN), and Registered Practical

Nurses (RPN). By collating and analyzing com-
pensation data from various sources, this pro-

pay scales for healthcare roles, aiding in-
formed decision-making and benchmarking
within the industry.

1. Search and gather job postings for PSW, RN, and RPN
positions from diverse sources like job boards, company
websites, and industry-specific platforms.

2. Extract pay rate information {hourly, weekly, or annual
rates) from each job posting. Note any variations in com-
pensation models.

3. Group the collected pay rate information according to
the specific positions: PSW, RN, and RPN.

4. Categorize pay rates further based on geographical lo-
cations mentioned in the job postings, considering differ-
ent regions or cities.

5. Calculate the average pay rate for each position within
each location category. Sum up pay rates and divide by
the number of entries.

6. Open a spreadsheet program like Microsoft Excel or
Google Sheets to organize the data systematically.

7. Set up columns with headings like Position, Location,
Minimum Pay, Maximum Pay, and Average Pay for each
category.

8. Enter the extracted pay rate details info the appropriate
columns for each position and location. Input minimum,
maximum, and average pay rates.

9. Format the spreadsheet to enhance readability, such as
using bold fonts for headings and applying cell shading
for clear separation.

10. Create graphs or charts to visually represent the pay
rate data if desired. Graphs can provide a quick overview
of pay variations.

11. Double-check all data entered in the spreadsheet for
accuracy, ensuring that figures are consistent and aligned
with the source data.

12. Save the spreadsheet with a meaningful name and
sfore it in a designated folder on your computer or com-
pany server.

13. Craft a concise summary of the key findings from the
pay rate data analysis, highlighting average pay ranges
for each position in different locations.

14. Share the compiled spreadsheet and summary report
with relevant stakeholders, such as HR teams or deci-
sion-makers.

15. Ensure that any confidential pay rate information is
handled securely and only accessible to authorized indi-
viduals.

www.oulsourceaccess.com
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Healthcare - Finance

Task| Auditing Clinic Fi-
nancial Statements

Description of the Task: This task involves
the comprehensive examination and evalua-
tion of a clinic's financial statements to ensure
accuracy, compliance with accounting stan-
dards, and the overall financial health of the
organization. The process includes scrutiniz-
ing income statements, balance sheets, and

potential financial risks, or areas for improve-
ment.

1. Begin by accessing the clinic's financial statements
stored in the designated location, such as Google Drive
or a shared folder.

2. Carefully review the income statement (profit and loss
statement) and expenses to understand the financial per-
formance of the clinic. Pay affention to revenue, expendi-
tures, and any unusual items.

3. Compare the numbers presented in the financial state-
ments with supporting documents such as invoices, re-
ceipts, bank statements, and payroll records. Ensure that
all figures are accurate and properly recorded.

4. Look for any figures that appear unusual or unexpect-
ed. This may include significant fluctuations in revenue,
unexpected expenses, or discrepancies between financial
statements and supporting documents.

5. Recondile various accounts, including bank accounts,
accounts receivable, and accounts payable, to confirm
that the balances match the financial statements. Investi-
gate any discrepancies and resolve them.

6. Document all findings during the audit process. This in-
cludes any discrepancies, errors, or areas of concern.
Muaintain clear and organized records of your audit work.

7. If you identify significant discrepancies or financial irreg-
ularities, report them to the relevant personnel within the
clinic. This may include clinic management or financial of-
ficers.

8. If applicable, provide recommendations for improving
financial processes or addressing issues identified during

the audit. These recommendations can help the clinic en-
hance its financial management.

9. Prepare a summary or report of your audit findings.
This report should include an overview of the audit pro-
cess, any issues discovered, and recommendations for im-
provement.

10. Once the audit is complete and findings have been
reported, ensure that all audit-related tasks are closed
out, and any necessary follow-up actions are taken.

11. Safeguard all audit-related documentation and files,
ensuring they are stored securely for future reference or
auditing purposes.

12. If required, communicate the audit results and find-
ings to the appropriate stakeholders, which may include
clinic management, financial teams, or external auditors.

www.oufsourceaccess.com
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Healthcare - Finance

Task| Reviewing Clinic
Staff Payroll Records

Description of the Task: In this task, the ob-
jective is to meticulously review and assess the
payroll records associated with the clinic's

staff members. This comprehensive process is
vital to ensure several critical aspects, includ-
ing but not limited to the correciness of pay-

ments, adherence to legal and regulatory re-

ency within the clinic's operations.

1. Start by accessing the Time Wizard Audit Reports for
the specific month indicated in the payroll workbook pro-
vided by the client. These reports are crucial for cross-ref-
erencing and verifying payroll data.

2. Open a web browser and go to the Time Clock
Wizard website. You might need login credentials to
access this platform.

3. Once logged in, locate the sidebar menu on the web-
site. Click on the "Timesheet" tab. This is where youlll
access detailed timesheet information.

4. Under the "Timesheet" tab, navigate to the "Employee"
section. Here, you will input the name of the employee
whose payroll needs to be reviewed.

5. Within the employee's timesheet, locate the option to
specify the start and end dates of the payroll period you're
reviewing. This ensures you're looking af the relevant
data.

6. Affer inputting the employee's name and the payroll
period, click on the "Search" button. This action will re-
trieve the timesheet data for the specified duration.

7. Carefully review the weekly hours worked by the staff
member for each week within the covered payroll period.
Pay close attention to regular work hours as well as any
overtime hours logged.

8. Cross-reference the hours recorded in Time Clock
Wizard with the corresponding data in the payroll work-
book provided by the client. Ensure that regular work
hours and overtime hours match and are consistent.

9. If you identify any discrepancies between the Time
Clock Wizard data and the payroll workbook, document
these issues. Make note of any irregularities, inconsisten-
cies, or missing information.

10. Once the review is complete, report your findings to
the client. Provide a detailed summary of any identified
discrepancies or issues. This step is crucial for transparen-
¢y and resolving payroll discrepancies.

11. If there are discrepancies, work with the client to
ensure they are resolved prompily. This may involve
making necessary adjustments fo the payroll or fimesheet
data.

12. Keep detailed records of your review process, includ-
ing the Time Clock Wizard data, the payroll workbook,
and any communication with the client regarding discrep-
ancies.
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Healthcare - Marketing

Task| Managing the Clin-
ic’s Social Media

Description of the Task: This task involves
overseeing and maintaining the clinic's pres-
ence on various social media platforms. Re-
sponsibilities typically include content cre-
ation, posting, engagement with the audi-
ence, and ensuring the clinic's social media
strategy aligns with its goals and values.

1. Access the Shared Social Media Spreadsheet provided
by the client via the designated platform or tool.

2. On every Wednesday according to the client's time
zone, start by monitoring the company's social media ac-
counts. This includes platforms such as YouTube, Insta-
gram, and Facebook.

3. Check for any new comments, messages, or interac-
tions on each social media account. Respond to com-
ments and messages promptly and in a professional
manner.

4. Use the data provided in the spreadsheet to create and
schedule posts for the upcoming week. Ensure that the
content is relevant, engaging, and aligns with the compa-
ny's branding and marketing goals.

5. Input the necessary information for each scheduled
post info the spreadsheet. This information may include
the content itself, captions, hashtags, posting times, and
any required images or videos.

6. Review and double-check the scheduled posts to
ensure accuracy, consistency, and alignment with the com-
pany's social media strategy.

7. Coordinate with the marketing manager or designated
team member to confirm the scheduled posts and gather
any additional information or approvals if needed.

8. Once the scheduled posts are finalized, use the appro-
priate social media management tools or platforms to
schedule the posts for publishing at the designated times.

9. After scheduling the posts, update the marketing man-
ager via Slack or any other designated communication
channel to notify them that the posts have been successful-
ly scheduled.

10. Keep track of any performance metrics, such as en-
gagement rates, likes, comments, and shares, for each

post. Update these metrics in the social media spread-

sheet o monitor the effectiveness of the content.

11. Continuously monitor the social media accounts
throughout the week to address any new interactions,
comments, or messages as they arise.

12. Collaborate with the marketing team to adapt the
social media strategy based on the performance data
and feedback received.

13. Regularly communicate with the marketing manager
or team lead to provide updates on social media activi-
ties and discuss any potential adjustments to the strategy.

14. Adjust the social media posting schedule and content
strategy based on the analysis of performance metrics
and the evolving needs of the target audience.
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Healthcare - Marketing

Task| Updating and Man-
aging Website Content

Description of the Task: This task involves
regularly reviewing, revising, and organizing
the information present on a website. This
task encompasses tasks such as updating
text, images, videos, and other multimedia el-
ements, ensuring accuracy and relevance. It
also involves maintaining a consistent layout,
optimizing content for search engines {SEQ),
and ensuring a seamless user experience.

1. Log in to the website's content management system
(CMS) using provided credentials.

2. Before making any changes, create a backup of the
website to ensure you can resfore it in case of issues.

3. Determine what updates are required: content chang-
es, adding new pages, updating images, etc.

4. Edit existing text, add new content, or remove outdated
information as needed.

5. Update images, videos, or other media elements with
current and relevant ones.

6. If adding new pages, create them with appropriate
titles, URLs, and navigation placement.

7. Ensure that text formatting, headings, fonts, and colors
remain consistent with the website's style.

8. Check and update internal and external links to ensure
they're working correctly.

9. Update navigation menus to include new pages or sec-
tions.

10. Optimize page fitles, meta descriptions, and key-
words for search engine visibility.

11. Check how the website appears on different devices
(desktop, tablet, mobile) and make adjustments if neces-

sary.

12. Test interactive elements like forms, buttons, and con-
tact forms to ensure they're working properly.

13. Update and fest any plugins or integrations used on
the website.

14. Verify that the website's performance, loading speed,
and responsiveness are maintained.

15. Proofread all content changes for accuracy, spelling,
and grammar.

16. Proofread all content changes for accuracy, spelling,
and grammar.

17. Utilize a preview option to see how the updates will
look before publishing.

18. Review all changes one last ime to ensure everything
is accurate and consistent,

19. Once satisfied, hit the "publish" or "update" button to
make the changes live.

20. Keep an eye on the website after updates fo ensure
everything continues fo function as intended.

21. Maintain a record of the updates made, including
dates and details, for future reference.

22. If working for a client, report the completed updates
and any notable observations.
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Healthcare - Human Resources

Task| Assisting with the Re-
cruitment Process

Description of the Task: This task involves
providing support during the initial stages of
the recruitment process. It includes tasks such
as reviewing resumes, conducting initial candi-
date screenings, scheduling interviews, and
assisting with communication between candi-
dates and hiring managers. The goal is to

ensure a smooth transition from application
fo interview stages.

1. Collaborate with the hiring manager to create or
update detailed job descriptions for the open positions.

2. Post job ads on relevant job boards, company web-
sites, and social media platforms. Ensure the ads are
clear, engaging, and accurately reflect the job require-
ments.

3. Review incoming applications to identify qualified can-
didates based on the job requirements and desired qualifi-
cations.

4. Reach out to shortlisted candidates to schedule initial
interviews, ensuring availability and providing interview de-
tails.

5. Conduct initial interviews with candidates using video
conferencing tools or phone calls. Ask relevant questions
to assess their qualifications and cultural fit.

6. During the interview, gauge candidates' soft skills, com-
munication abilities, and affitude to ensure a good fit with
the team.

7. After each interview, provide constructive feedback to
the hiring manager. Discuss candidates' strengths, weak-
nesses, and overall impressions.

8. Share your recommendations on which candidates
should proceed to the next stage of the hiring process.

9. If needed, coordinate and schedule second-round in-
terviews with selected candidates and the hiring team.

10. Conduct reference checks on candidates to verify
their work history, skills, and qualifications.

11. If required, arrange assessments or tests to evaluate
specific skills relevant o the job.

12. Collaborate with the hiring team to finalize the selec-
tion of the most suitable candidates.

13. Prepare and send job offers to selected candidates, in-
cluding details about compensation, benefits, and any rel-
evant terms.

14. Inform candidates who were not selected for the posi-
tion, providing feedback if possible.

15. Assist in the onboarding process by ensuring that nec-
essary documents and information are provided to new
hires.

16. Maintain a record of the recruitment process, includ-
ing candidate inferactions, interview outcomes, and feed-

back.

17. Keep the hiring manager and team updated on the
progress of the recruitment process.

18. Ensure that the recruitment process follows relevant
labor laws and equal opportunity regulations.

19. Check in with new hires during their initial weeks to
ensure a smooth transition info the team.
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Healthcare - Training

Task| Auditing Employee
Training Files

Description of the Task: This task involves
reviewing and verifying the completeness and
accuracy of employee training files. It includes
ensuring that all required training and certifi-
cations are up to date and properly docu-
mented, helping maintain compliance and
staff readiness.

1. Start by obtaining the personnel files of all employees
from the HR or personnel department. Ensure that you
have access to both physical and digital files.

2. Gain access to the training records or the leamning
management system (LMS) where employee training data
is stored.

3. Carefully review each employee's personnel file for
completeness and accuracy. Check that essential docu-
ments such as employment contracts, tax forms, and
emergency confact information are present and up to
date.

4. Cross-reference the training records with the informa-
tion in the personnel files to verify the completion of man-
datory training for each employee.

5. Note any missing documents or outdated information
in the personnel files. This includes items like missing tax
forms or emergency contact updates.

6. Ensure that the personnel files comply with legal and
regulatory requirements, including labor laws and indus-
try-specific regulations.

7. Make necessary updates or additions to the personnel
files based on your findings. This might involve adding
missing documents, updating contact information, or en-
suring all documents are properly signed and dated.

8. Review fraining records o confirm that employees
have completed all required training courses. This in-
cludes both general training (e.g., onboarding) and
job-specific training.

9. Identify any gaps in fraining, such as missing certifica-
tions or incomplete courses. These gaps need to be ad-
dressed promptly.

10. Communicate with employees who have missing or
incomplete training records. Provide guidance on com-
pleting the required training.

11. Document the results of the personnel file and train-
ing audit thoroughly. This documentation is essential for
compliance and future reference.

12. Create an action plan fo rectify any discrepancies or
missing information in personnel files and training re-
cords. This plan should outline steps for updating files
and addressing fraining gaps.

13. Take necessary steps to address gaps in personnel
files and training. This may involve scheduling additional
fraining sessions or updating documents.

14. Inform the HR department and relevant management
personnel about any significant findings or changes result-
ing from the audit. This ensures that necessary actions are
taken promptly.
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