Great Management Tools that Save Time and Money!

New Ortho
Job Descriptions

« Accredited Records
Technician
¥+ Administrative Assistant
« Coding Specialist

KarenZuphko & Associaes, Inc

Job Descriptions on CD-ROM

Wiitten job descriptions have always been critical
management tools for hiring and performance
evaluations. These days, they are also important
components of a practice's compliance plan.

Now you can create job descriptions in no time flat!
This set of more than 38 job description samples
includes a title and job summary,
suggested education, skills, and
other qualifications, and a list of
detailed duties. Language

that supports the Americans
with Disabilities Act is also
included. Open each sample
description, customize it to

your needs, and you are done!

Specialty-Specific
Versions

" Now Available

Requires Microsoft Word 97, 2000 or above

«MRI Technician

« Privacy Officer

« Physical Therapist

» Occupational Therapist

Employee Manual on CD-ROM

Do you need a new employee manual but can't
find the time to write one? Don't spend hours
writing policies when you can customize this
comprehensive manual to meet your unique
practice needs!

Employee Manual on CD-ROM has been
completely updated for 2005 and extensively
reviewed by a labor attorney. Included are
updated wage and hour information and
government requirements, as well as policies for
the Internet and your compliance plan. Save on
attorney fees! Simply customize the policies to
your needs and ask your attorney for a final
overview...then put your employee manual in
place!

Requires Microsoft Word 97, 2000 or above

For the Job Descriptions on CD,

Qty Product Name Price _ Shipping _Total il
I l Job Description & Employee Manual on CD | $195 ‘ $6.00 choose from these specialties:
o General 33 Samples
Subtotnt Q Orthopaedics
*JL Residents Must Add 8.75% Sales Tax IL Sales Tax* a Otolaryngology
TOTAL Q Plastic Surgery 33 Samples
Payment Info: check Enclosed (MC or Visa) exp.
Name:
Practice Name:
Address:
City: State: Zip:
Phone: Fax: Email:
Referred by Florida Orthopaedic Society

Fax To: 312-642-5571
KarenZupko & Associates ® 625 N. Michigan Avenue #702 ® Chicago, IL 60611




