
 
Appendix A 

Sample Key Activity Summary Statements 
 
 
A 
• Accounting 
• Accounting operation 
• Activities and events 
• Administration and communication  
• Administration duties 
• Administrative activities 
• Administrative functions 
• Administrative procedures 
• Administrative support to executive 

levels 
• Admission, discharges and transfers 
• Analysis and detection of epidemics 
• Assessment and diagnosis 
• Assists with training programs 
 
B 
• Budget activities 
• Budget administration 
• Budget and financial management 
• Budget and professional development 
• Budget and unit administration 
• Budget management 
• Budget preparation and control 
• Budget unit administration  
 
C 
• Carpentry functions 
• Cleaning designated areas 

• Cleaning functions  
• Clerical duties 
• Clinical and patient pastoral services  
• Clinical nursing practice  
• Clinical pharmacy 
• Clinical practice  
• Clinical services 
• Coding and abstracting 
• Collaboration and Education 
• Committee and coordination activities 
• Committee and professional 

development 
• Committee involvement 
• Committee participation 
• Committee representation 
• Committees and communication 
• Committees and community liaison 
• Committees and meetings 
• Communication and coordination  
• Communications and public relations 
• Community involvement 
• Community resources and liaison 
• Compiling reports and statistics 
• Consultation 
• Consultation and collaboration 
• Consultation and program development  
• Consultation with team 
• Contact with medical staff 
• Contact with vendor representatives 
• Continuing education 

• Control and allocation of beds 
• Control of expenditures and government 

regulations 
• Coordination and communication  
• Coordination of health services functions 
• Coordination of internal and external 

health care professionals 
• Counseling 
• Counseling and patient education 
• Counseling, treatment and referrals 
 
D 
• Daily accounts receivable functions 
• Department and administrative activities  
• Department management 
• Development of departments 
• Development of nursing education 

programs 
• Development of quality assurance 

programs 
• Diagnosis  
• Discharge planning  
• Dispensing drugs and monitoring patient 

profiles 
• Drug distribution 
• Drug selection and information services 
 
 
E 
• Education 
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• Education (non patient) 
• Education and research 
• Education consultant  
• Education program implementation 
• Educational and professional 

development  
• Emergency procedures 
• Enforces security, fire and safety 

regulations 
• Equipment testing 
• Evaluates radiographs for quality 
• Evaluation 
 
F 
• Financial and department planning  
• Financial management  
• Financial systems and controls 
• First aid 
• Food distribution 
• Food preparation 
• Food service and nutritional services 
 
G 
• General office duties 
 
H 
• Health records and quality assurance 
• Hospital management 
• Housekeeping activities 
• Human resource and budget 

management 
• Human resource functions 
• Human resources management 
 

I 
• Installations 
• Investigations 
 
L 
• Laboratory Aide functions 
• Laboratory technical functions 
• Labour relations functions 
• Laundry operations 
• Lawn and garden maintenance  
• Life safety programs and services  
 
M 
• Mail and filing 
• Maintains directory and files 
• Maintains inventory control 
• Maintenance and administration  
• Maintenance and cleanliness 
• Maintenance and committee work 
• Maintenance and trouble shooting 
• Maintenance of equipment  
• Maintenance of records 
• Maintenance of telephone and records 
• Management of department 
• Management of Health Records 

Department 
• Management of laboratory 
• Management of systems contractors and  

suppliers 
• Management of the library 
• Management of volunteers  
• Materials management programs 
• Media relations 
• Medical management 

• Menu board maintenance  
• Mobilization and transporting of patients 
• Monitors entry and exit of 

visitors/patients in and out of hospital 
 
N 
• Narcotic and controlled drugs 
• Narcotic control drug audit 
• Nursing care process 
• Nutritional and dietary assessment 
 
O 
• Occupational therapy program 
• Ongoing health program administration 
• Operates cash register 
• Ordering supplies 
• Ordering supplies and inventory 
• Orientation 
• Orientation of new staff 
• Other secretarial functions 
 
P 
• Painting functions 
• Participation in committees 
• Patient care 
• Performs electrical circuit installations 

and completes electrical change requests 
• Performs laboratory test procedures 
• Performs preventative maintenance  
• Performs radiographic examinations 
• Pharmacy budget and committees 
• Pharmacy functions 
• Physiotherapy program 
• Planning and organizing 
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• Planning and organizing carpentry 

activities 
• Planning and organizing of daily 

painting activities 
• Planning and organizing plumbing 

activities 
• Planning and unit administration 
• Plant maintenance  
• Plant operations 
• Play therapy 
• Plumbing functions 
• Policy and procedure development 
• Preparation of annual budgets 
• Prepares and writes programs 
• Processing of doctors orders 
• Production reports and records 
• Professional development 
• Professional growth 
• Professional standards  
• Program development 
• Protection of hospital building and 

premises  
• Provides assistance to departments on 

request 
• Provides information and Library 

Services 
• Provides physical care to patients 
• Psycho-social assessment and 

counseling 
• Public inquires 
• Public relations 
• Pulmonary function testing 
• Purchasing activities  

 
Q 
• Quality assurance and audit 
• Quality assurance and maintenance of 

equipment 
• Quality assurance/control 
• Quality control and preventative 

maintenance  
 
R 
• Receipt and delivered items 
• Reception and telephone 
• Receptionist functions 
• Recording and monitoring results 
• Releasing information 
• Repairs and maintenance to equipment 
• Report production 
• Reporting and communication 
• Reporting and documentation 
• Reporting the test results 
• Reports and records information 

 required by nursing staff  
• Research 
• Research and education 
• Research into hospital activities 
• Respiratory care 
• Responds to incoming/outgoing 

telephone calls and inquires 
• Reviewing test results 
 
S 
• Scheduling and coordination activities  
• Scheduling and processing  

• Scoring and interpretation 
• Secretarial functions 
• Selects, acquires and organizes library 

materials 
• Social work functions 
• Sterile product preparation 
• Strategic planning  
• Supervises activities 
• Supervises technicians 
• Supervision 
• Surveillance of nursing units 
• Systems development process 
• Systems planning and maintenance  
 
T 
• Teaching and education 
• Telephone and reception  
• Test administration 
• Testing procedure 
• Therapeutic counseling and treatment 
• Training 
• Transcription of medical reports  
 
U 
• Unit administration 
• Unit management 
• Unit nursing specialized activities 
• Unit/technical management 
 
W 
• Word processing and typing function
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