POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
ASSISTANT DIRECTOR POISION DRUG INFO
Class Code:
0B05
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Responsible for all administrative duties for the combined centers.
Processing calls regarding toxic or potentially toxic exposures received from health care providers and the public throughout Arkansas.  Provide toxicity and drug information to healthcare providers and the public throughout Arkansas.  Provide toxicology phone consultation with PC specialist.

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Administrative/budget responsibilities for the combined centers.
Provide information and treatment advice to callers regarding toxic exposures or potentially toxic exposures.  Creating and updating the electronic medical records created by these inquires.


Providing educational information on toxic substances and drug substances to callers.

Assist in the adjudication of PA requests by physicians.

Assisting in the education/instruction of professional students and residents.

Position Directly Supervises/Leads (name/title) 

Direct:  All Call Center Staff

Indirect:  N/A

Decision Making:   

Budget Responsibility:  (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed, approximate dollar amount)
Direct:  Responsible for maintaining budgets of the combined centers.


(Approximate amounts)


State appropriation for poison control center

800,000


HRSA poison stabilization grant


170,000


State appropriation for drug info center

160,000


Medicaid appropriation for call center

          1,100,000

Total





      $  2,230,000
Indirect:  N/A

Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)

Interacts daily with poison center staff, faculty members, and students in the day-to-day working of the department.  Frequent phone contact with the public and healthcare providers around the state. 

Problem Solving/Accountability (provide examples of independent judgment, decision making authority and problem solving skills in which the position has direct responsibility for project or the result of work) 

Process calls regarding toxic or potentially toxic exposures received from health care providers throughout Arkansas.

· Identify specific ingredients involved.
· Assessing level of toxicity.
· Recommending standard management procedures.
· Offering follow-up, lab interpretation, and/or medical consult.
· Documenting history and response in an electronic database.
Process calls regarding toxic or potentially toxic exposures received from the lay public throughout Arkansas.

· Obtain a reliable history regarding exposure which includes:

· Name, age, and weight (when appropriate) of patient.
· Time since exposure.
· Amount of product involved.
· All ingredients, including strength.
· General health of the patient.
· Symptoms, if present.
· Assessing level of toxicity.
· Initiating home decontamination procedures when appropriate, with follow-up.
· Referring patients who are not candidates for home management and subsequently.
· Identify nearest health care facility.
· Coordinate transportation, if necessary.
· Notify health care facility of history, specific ingredients of product involved in exposure, standard management procedures.

· Document history and management plan in an electronic database.
Research drug and disease information inquires received from health care providers throughout Arkansas.
· Conducting computerized literature searches on OVID, Micromedex, Clinical Pharmacology, and Internet.

· Manually searching reference material.

· Providing recommendations to resolve drug and disease induced problems.

· Documenting response and basis for recommendation.

Participating in the provision of a quality learning experience for pharmacy and medical students/residents.

· Serving as a preceptor for pharmacy/medical students in Poison and Drug Information clerkship.

· Providing lectures/in-services when requested.

· Instructing pharmacy/medical residents regarding standard procedures of the Arkansas Poison and Drug Information Center.

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  (%)__X __  Driving    (%)__X __   Speaking  (%)__X __
Repetitious Movement  (%)_computer_____
Lifting, weight lifted__20 pounds__

Lift to: waist __X___  chest ___X__  above head __X_____

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

48%   Computer (Office XP-Word, Excel, Access, PowerPoint, Graphics skills) preferred.

  1%   Typewriter

  2%   Copier

48%   Telephone

  1%   Faxing

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: 

Advanced Degree, Type/Major: 

Professional License/Certification Maintain a license in good standing with the specialist’s respective governing board i.e. pharmacy, nursing, or medicine.

Maintain certification as a diplomat to the American Boards of Applied Toxicology.  Or be board eligible and complete and maintain certification within the required timeframe.

: 
Work Experience, (Length of Time, General and Directly Related):   
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_______________________________________________________________



