
 
 

Children’s Hospital of Wisconsin 

JOB DESCRIPTION 
 

Job Title:  

Rehabilitation Assistant 
Job Code: 

364210 
OSHA 

I 

Department: 
Inpatient and Outpatient Therapies 

Salary Plan: 
CHW 

Orig. Date: 
3/12 

Immediate Supervisor: 
Therapy Leader  

Cost Center: 

7737 
Last Revised: 

1/21 

Division: 
Ambulatory Services 

FLSA: 
Non-Exempt 

 

 

GENERAL SUMMARY: 

Assists with patient care activities, performs clerical functions, and maintains and promotes a safe, clean and 

organized environment for the delivery of patient care. 

ESSENTIAL FUNCTIONS: 

 Exhibits guiding behaviors that reflect Children’s values and support our mission and vision.    

 Demonstrates age-appropriate interactions with  neonatal, infant, toddler, pre-school, school-age, 

adolescent and/or adult patient based on their developmental needs. 

 

Patient Care: 

 Assists with patient care related responsibilities as directed by the clinician, including but not limited to 

preparing supplies/materials for treatment sessions and physically assisting when patients have a physical, 

communication, or behavioral need.  

 Assists with rooming and performs in-clinic check out and scheduling to enhance patient experience. 

Monitors the daily schedule which includes, but is not limited to, management of daily appointments, no-

shows, cancelled appointments, bump list appointments, and appointments on the wait list. 

 

 Clinic Operations 

 Inventories, orders and ensures that the quantity of supplies and equipment is adequate based the 

department needs. Orders supplies for routine care as requested by clinicians and leaders. Stocks 

department rooms.  

 Maintains a clean, organized and safe environment within all treatment areas.  Ensures that hallways are 

free of equipment and supplies. Ensures that supplies are stored in compliance with the Joint Commission 

standards. 

 Cleans treatment areas, equipment, and treatment materials/toys after each session in collaboration with 

therapists. 

 Ensures compliance of expiration dates and refrigerator temperatures and takes action to remedy the 

situation if needed.   

 Ensures that equipment needed for patient care is available at all times. Requests equipment from storage 

if needed. Addresses any deficiencies or unsafe equipment with the appropriate department.  Responsible 

for working with clinical engineering department at maintaining missing equipment report.  

 Collects and ensures delivery of instruments and equipment to sterile processing or food services 

department.  



 

 

 Submits work orders to facilitate smooth care delivery and a safe environment.  

 Communicates effectively with staff to maintain optimal clinic operations. Utilizes Voalte and other 

communication systems as needed within the clinic. 

 

 Clerical Support 

 Greets patient and family in a welcoming manner, ensuring confidentiality and privacy.  

 Utilizes the electronic clinical information systems to support clinic operations and patient care. 

 Manages telephone calls and documents information appropriately as needed to support the Clinic 

Coordinator and clinic operations.   

 Responsible for other duties as assigned. 

 

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Ability to read, write and perform basic arithmetic calculations at a level preferably acquired through 

completion of a high school education or equivalent. 

 Previous experience in a pediatric healthcare environment preferred. 

 Interpersonal skills necessary to gather and share information with providers, patients, visitors, families, 

and team members in a courteous and confidential manner.  

 Excellent organizational, analytical, and prioritizing skills necessary to work in a fast-paced environment 

with multiple tasks done simultaneously. 

 Current CPR certification - Basic Life Support (BLS) for Healthcare Providers through American Heart 

or American Red Cross is required.    

 Physical ability to lift and position patients weighing up to 75 pounds, as well as push and pull when 

performing cleaning functions. 

 Frequently bends, lifts, twists, reaches, and squats. 

 Occasionally pushes/pulls and does overhead work, including splint cart and patients in wheelchair. 

 

WORKING CONDITIONS: 

 Provides services in an environment where there is the potential for exposure to blood or other high risk 

body fluids, communicable diseases and hazardous materials, chemicals and waste. 

 

 


