POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
MEDICAL STAFF COORDINATOR
Immediate Supervisor/Title:  

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

Responsible for supervisory and administrative work in directing and coordinating the Medical Staff Services Department. Work includes responsibility for coordination of all operational aspects of the office, including organizing, and conducting programs required for establishing procedures for medical staff functions. Assignments are planned and executed with considerable independence in conformance with established policies, regulations, and laws. Work is reviewed by administrative superiors through reports, conferences and adherence to management guidelines and regulations.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Assists in the organizing and directing of a comprehensive and specialized credentialing program to assure continued accreditation by the Joint Commission on Accreditation of Healthcare Organization (JCAHO) and other regulatory organizations.  Interprets, explains and follows all regulatory guidelines, including medical staff bylaws, fair hearing plan, rules and regulations and polices.  Maintains systems to identify (and disseminate to others) medical staff members and their clinical privileges, prepares and maintains other related records and reports. Updates and maintains Sharedoc (includes current approved physician privileges, medical staff roster, Medical Staff bylaws, etc.) to be accessed by hospital staff.  Oversees the credentialing process for medical staff, allied health professionals, medical students, residents, fellows, locum tenens and visiting physicians. Works with medical staff leadership and hospital clinical staff for the approval and ongoing review of these practitioners.  Monitors and revises credentialing and privileging forms as needed.  Ensures maintenance of medical staff and allied health staff files.  Oversees the daily operations of the Medical Staff Services Department and directs the work of the Medical Staff Services Department personnel.  Coordinates new physician orientation. Oversees revision and publication of orientation manual as needed.  Ensures that results of medical staff quality management findings are provided to appropriate review committees/ departments and maintained in a confidential file.  Coordinates continuing medical education programs for the medical staff and ensures compliance with CME accreditation process.  Plans and distributes physician newsletter.  Assists in planning of physician events and physician surveys.  Coordinates, distributes, and updates monthly Emergency Room Call Schedule.  Prepares yearly and monthly budget for department.  Coordinates and distributes yearly Medical Staff Meeting Master Schedule.  Oversees and provides Medical Library Services for physicians. Responsible for Medical Staff Library.  Communicates medical staff information to appropriate departments.  Directs and carries-out the IRAB process from initial contact with investigator to hospital approval and on to the UAMS IRB. Responsible for ongoing monitoring of all approved research studies.  Directs gathering of information, verification of licensure, etc. and inputting data in Meditech for all referring (not on staff) physicians, dentist, chiropractors, etc. to the hospital,  Participates in PI activities.  Demonstrates effective leadership skills and coordination of intra-department activities and inter-department integration.  Assures the ongoing development and implementation of policies and procedures that guide and support the provision of services.  Plans and projects a sufficient number of qualified and competent staff in area of responsibility to meet goals.  Evaluates new departmental employee’s qualifications and competence and designs orientation that integrates employee’s needs, as well as, hospital and department orientation requirements. Evidence of completed competency and/or orientation is recorded and maintained.  Evaluates effectiveness of continuing education and in service training activities.  Communicates recommendations for utilization of space, equipment and other resources as needed.  Interview, evaluates qualifications and competence and hires department employees and directs efforts at retaining employees and minimizing turnover. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

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

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

Considerable knowledge of medical staff services principles, methods and procedures.  Some knowledge of personnel practice, techniques and supervision.  Some knowledge and skill in modern office practices and administration. Considerable knowledge of and experience with computer applications.  Ability to analyze administrative problems and to make appropriate recommendations.  Ability to develop and maintain effective relationships with the medical staff and other professionals in order to engender confidence, respect and dependability.  Ability to maturely handle a variety of problems and situations, sometimes of a critical or urgent nature.  Ability to develop and implement methods and procedures for improvement of the comprehensive and specialized credentialing program.  Ability to express ideas effectively, orally and in writing.

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

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

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

Equipment Used In Position (type and percent time)

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:    Graduation from an accredited four-year college or university with major course works in business administration or a health care field or equivalent training/experience. Equivalent training/experience would be four years experience in health-related field and CMSC certification.
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification:   College degree and/or attainment of CMSC and CPCS credentials recommended
Work Experience, (Length of Time, General and Directly Related)     Supervisory experience recommended Medical Staff Services experience 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_______________________________________________________________



