POSITION CLASSIFICATION QUESTIONNAIRE

FLSA NON EXEMPT CLASSIFICATION
Department:  
Incumbent:   
 
Work Schedule/Location:   
Working Title: 
Education Development Specialist

Immediate Supervisor/Title:  

Position Summary This position is responsible for evaluating, maintaining, and delivering training on clinical software – predominantly the electronic charting and order entry software.  Duties typically expand to include delivering training for basic courses on Microsoft Office products such as Word and Excel.  The person in this position must be adaptable to deliver training to users with a wide range of education level and varied computer experience.

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

25%
Guest Relations:  Adheres to UAMS Guest Care Guidelines.  Uses appropriate communication (written & verbal).  Respectful of others.  Takes proactive approach toward customers.

10%
Safety and Emergency Preparedness:  Adheres to UAMS patient safety plan.  Complies with safety instructions.  Observes safe work practices.  Provides input on safety issues.  Promotes a safe work environment.

  5%
Institutional / Professional Standards:  Adheres to UAMS Code of Conduct.  Adheres to  Clinical Programs and Department policies.  Adheres to Clinical Program and Departmental dress code standards.  Works effectively with team/work groups and others to fulfill UAMS Mission.  Adopts practices to improve work processes, enhance guest satisfaction and reduce wastes and costs.  Protects confidential information



  5%
Process Improvement:  Participates in ongoing hospital performance assessment and process improvement.  Ensures continuing department performance assessment and  process improvement.  Creates work processes to enhance customer satisfaction and reduce waste.

50%
Perform Role of Educator: Provides instruction in eChart program to all user groups.  Cross Trains in other areas to provide group flexibility.  Utilizes flexibility in scheduling hours worked to meet CCTC employee learning needs.  Participates as a representative or resource on councils, ad hoc groups, or task forces.  Assists staff in utilizing governance system and approved standards.  Serves as a resource for staff in accessing, interpreting, and utilizing policies and procedures.  Maintains competencies required to operate specialized equipment.

Serves as a resource for staff for equipment usage.  Collaborates with managers and staff to assess learning needs:  develops and/or utilizes a mechanism for ongoing needs assessment for designated areas/programs; meets with staff and management as necessary to validate needs and assessment of future needs; prioritizes needs based on organizational and departmental goals.  Plans educational activities to meet identified learning needs: plans learning activities based on learning needs; collaborates with selected members of target audience and/or managers in planning program content;  conducts program planning.  Implements educational activities to meet identified learning needs: utilizes adult education learning principles in conducting programs; uses resources, both material and personnel, to meet learning needs of staff.  Maintains records of educational offerings as directed by Staff Education.  Maintains oversight of course curricula to ensure ongoing changes are addressed in classes.  Promotes collaborative relationships among health care professionals: assists in the identification of resource personnel; promotes collaboration among health care professionals and/or with Clinical Programs staff; works in conjunction with clinical experts in assessing and meeting needs of staff. serves as a consultant to Clinical Programs staff in areas of expertise and on educational issues.  Uses constructive feedback to improve practice: develops written goals and plan of action to enhance practice and submits with annual self evaluation; participates in annual peer review activity.

  5%
Professional Growth:  Participates in continuing education.  Demonstrates commitment to professional growth as evidenced by membership in relevant professional organization.  Participates in professional/institutional advancement.
 Position Directly Supervises/Leads (name/title) 

This position is not responsible for directly supervising other employees outside of a training setting.  This position may perform a leadership role on a committee.
Decision Making:   

This position is responsible for adjusting class content to meet the needs of the participants, in coordination with the eChart Lead Instructor (Carol Berg)
Budget Responsibility: 
Participates in formulation of department budget.
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
This position interacts with internal staff and other departments on a daily basis, through delivering training sessions and arranging training sessions.  Direct interaction with visitors would typically be unexpected encounters or as part of an annual public presentation (IT fair).  Interaction with outside organizations would include an occasional contact with a nursing agency which needs to arrange eChart classes for an agency nurse.  Interaction with outside organizations will include interaction with entities such as Eclipsys during software implementation.
 

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

This position is accountable for delivering effective training to UAMS employees on assigned topics.
Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)_5%___Standing  (%)__30__Walking  (%)_25___ Eyesight  (%)_100__
Hearing  (%)__75__Driving  (%)_none__ Speaking  (%)__75__
Repetitious Movement  (%)__10__
Lifting, weight lifted_10 lbs__

Lift to: waist, _10 lbs __chest, _______above head_______

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

The only chemical exposure in this position is to household cleaning supplies (not as part of regular duties), and printer/copier materials such as might be encountered when changing out a toner cartridge.
Equipment Used In Position (type and percent time)

Personal Computer and attached devices
80%
Copier





  5%
Fax Machine




  1%
Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Baccalaureate Degree, Major: CIS, Health-Related, Educational, or similar
Work Experience: Two years experience in an academic medical setting, staff education, or training and education.

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_______________________________________________________________



