POSITION CLASSIFICATION QUESTIONNAIRE
FLSA EXEMPT CLASSIFICATIONS



Department:   Clinical Programs / Hospital Admin
Incumbent:



 
Work Schedule/Location:   Mon – Fri 8:00 – 5:00; ACRC  
Length of Time in Position: 
Working Title: Clinical Operations Director, ARCR (50005895)
Immediate Supervisor/Title:  Assistant Vice Chancellor for Ambulatory Services / ACRC Director
Position Summary:
The ACRC Clinical Operations Director, working in collaboration with the ACRC, Hospital Administration and College of Medicine Senior Leadership will support development and operations and comprehensive research-driven clinical care in the ambulatory setting.  Specifically this position will participate in strategic development of ambulatory clinical cancer care; develop budgets; manage financial performance; oversee deliver of standard-of-care; promote staff development and patient satisfaction; and facilitate clinical and translational research, particularly in the area of enrollment to clinical trials.  Position will supervise operations of the following clinics: MONC, LONC, SONC, HONC, JONC, UONC, DONC and Chemotherapy.  Additionally, the position will interface regularly with other cancer-focused clinical activities including those related to CARTI, MIRT and Hospital based diagnostic and inpatient areas.

This position will report to the Assistant Vice-Chancellor of Ambulatory Services to ensure consistent practices within the UAMS enterprise for the delivery of ambulatory cancer care.  Additionally, the position will report to the Director of ACRC for strategic development of standard-of-care and research-based clinical cancer programs in the ambulatory setting.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Short-term objectives (next 2-3 years) will focus significant amounts of time improving clinical services and daily operations.  Long-term objectives are to increase amount of time spent advancing clinical research as operational improvements are accomplished.


60%  Delivery of clinical service and daily operations responsibilities  
· Work directly with the medical directors and clinical managers in all aspects of the operations and research in the clinical programs
· Promote continuous quality improvement and high levels of patient satisfaction through established UAMS program, employee involvement in work process improvements and input from patients and family

· Recognize the important role of volunteers in the ACRC’s delivery of care by involving the Auxiliary and volunteers

· In concert with the ambulatory improvement initiatives, develop performance measurements consistent with ambulatory services standards and report progress on established clinical operational research and financial goals.
· Promote and role model multidisciplinary collaboration and integration for deliver y of care, continuum of care and problem solving.

· Lead continual progress toward excellent work environment, promoting high levels of staff and physician satisfaction.  Support staff development, training programs, orientation and selection process, and performance review to deliver superior services.

· Implement use of UAMS technology to enhance quality of care, improve safety, enhance data management and maximize efficient processes.

· Collaborate and partner with CARTI, MIRT, and Hospital-based diagnostic and inpatient areas in delivery of clinical services and continual process improvement activities.

· Continually develop personal knowledge to grow as a leader in the clinical operations and research-based cancer care.

20% Financial Responsibilities
· Develop capital, staffing and operational budgets with input of medical directors and clinic managers to achieve strategic, financial, research, and operational goals.  Budget development should reflect the integration of ACRC, COM and Hospital strategic plans
· Provide consistent review, report budget variances and implement appropriate action to manage budget and financial goals.

· Manage established operational and capital budgets with medical directors and clinical managers

20% Research Responsibilities

· Facilitate and coordinate policies and protocols for clinical and translational research.

· Promote research through enrollment processes and staff’s understanding of their role in research.

· Integrate knowledge gained from research into clinical and operational practices.

· Support and promote behaviors and activities towards long-term goal of achieving NCI comprehensive cancer center designation

  
Position Supervises/Leads 

Direct: Clinic Managers

Indirect: Projects as delegated
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Decision Making:  
Position will exercise independent judgment daily in promotion of excellent research-based clinical care; problem solving to recover customer service; integrating activities of multiple clinical departments; and supporting, coaching and developing strong clinical managers and medical directors.
Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)
  

· Develop capital, staffing and operational budgets with input of medical directors and clinic managers to achieve strategic, financial, research and operational goals.  Budget development of an amount currently being determined will reflect the integration of ACRC, COM and Hospital strategic plans, particularly specific to ambulatory care delivery.

· Provide consistent review, reports budget variances and implement appropriate action to achieve budget and financial goals.

Accountability (direct responsibility for outcome of projects or decisions made)

Position will be responsible for leading and integrating cancer-related clinical programs and providing consistent and standard operational practices as defined by the COM, Hospital, Ambulatory Services and ACRC senior leadership
Interaction:

Position interacts daily with UAMS senior leadership; hospital and campus staff; outside consultants and agencies including NCI, FDA, volunteers and donors

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)__x___Standing  (%)_x_____Walking  (%)__x____Eyesight  (%)___x___
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)__x____
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______


Exposure To Harsh or Extreme Conditions  None

Equipment Used in Position (type and percent time)

 Computer / General Office Equipment
Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

_x__Ability to Follow Oral Instruction, Read and Write

__x_High School, GED or formal education equivalent

_x    Baccalaureate Degree, in Health Related Field
 x _  Advanced Degree, Type/Major , Master Degree preferred in health related field
_____Professional License/Certification  
___x _Work Experience (Length of Time, General and Directly Related)  5-years of related work experience, with demonstrated leadership, preferably in an academic cancer center with an additional focus on integrating investigator-initiated trials in the clinical setting
Other: Oral and written communication skills / knowledge of personal computers / excellent interpersonal skills / planning, organizing and effective time management skills / project tracking experience / ability to anticipate and solve problems preferred.

I have participated in the review of my job and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________

As supervisor of this position; I have participated in the review and agree with the above description.
Yes______No______Comments_______________________________________________________________________________
Required Signature_______________________________Date_____________________________________________________


