UNIVERSITY OF ARKANSAS FOR MEDICAL SCIENCES


PROFESSIONAL/TECHNICAL POSITION











POSITION TITLE:  NURSING UNIT COORDINATOR�CLASS CODE:  6658











POSITION PURPOSE:





Position provides general administrative support to nursing services.  Assists in planning schedules, coordinates activities of ward clerks, requisitions supplies for area.





DUTIES AND RESPONSIBILITIES:





Unit Coordinator prepares work schedules; ensures coverage, accounts for employees on leave/sick, assigns shifts, tracks additional hours and related for central payroll purposes, and maintains related attendance records.  Provides liaison services to other nursing departments, purchasing, maintenance, and nutrition services, resolves daily problems, assists with budget, provides follow-up to ensure smooth operation of unit.  Trains ward clerks, ensures consistency in record keeping and reporting among sections, assigns special projects as necessary.





QUALIFICATIONS:





Position requires a baccalaureate degree in business, hospital administration, or related or two years of college and two years of experience in management activities within the health care field.
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