
	Job Title: 
	Nurse Coordinator 
	Date Prepared:
	

	Department:
	Administrator/Owner
	Date Revised
	





Purpose:

This role will be responsible for the clinical oversight, including clinical
supervision of field staff, licensure oversight and recruitment and supervision of the clinical team.

A person with the ability to prioritize and complete work on time, be detail-oriented, exhibit a service orientation to both staff and clients and be a professional team player with a positive attitude. Relies on experience and judgment to plan and accomplish goals. Creativity and flexibility are required. Must possess the ability to handle confidential information and act as a RIGHT ACCORD spokesperson. Must also possess the ability to respond appropriately in an objective manner in all situations. Excellent listening skills are essential. Requires outstanding organizational skills, problem solving skills, thoroughness, adaptability to shifting priorities and multi-tasking. Requires exceptional interpersonal skills and exhibit a service orientation towards others. Must have the ability to demonstrate solid judgment and discretion. Must also demonstrate a sense of understanding and urgency for priorities. Will require the ability to appropriately troubleshoot and escalate where necessary, problems/issues to the appropriate individual. The ideal candidate will have a demonstrated winning attitude and commitment to getting the job done. A leader with an innate ability to coach and mentor will thrive in this role. Providing stellar customer service to both internal and external customers is the standard for all RIGHT ACCORD staff.

Qualifications:

· Minimum five years clinical experience.
· Minimum three to five years of direct employee supervision, including both exempt and non-exempt personnel.
· Current licensure in the state of Florida.
· Strong recruiting, interviewing and hiring skills.
· Excellent Customer Service and Support skills.
· Impeccable telephone communication skills.
· Ability to travel on a daily basis to anywhere with the Franchise service area.
· Moderate physical activity, occasional lifting up to 30 lbs., standing or walking for more than 4 hours per day.
· Possess a selling attitude as all employees market the service or the brand.

Primary duties and responsibilities include but are not limited to the following:

· Orient, train and performance manage all medical personnel including nurses and Certified Nursing Assistants
· Review pre-employment skill assessment testing for profile tool for all medical personnel including nurses and Certified Nursing Assistants
· Review active employee spreadsheet to ensure compliance with state and federal
requirements
· Review active patient spreadsheet to ensure compliance
· Completing employee performance reviews at regular intervals
· Set-up new private duty cases as needed
· Review all new patients' start of care information for compliance. Ensure patient binder has been created and delivered and that staff have been oriented and know how to use.
· Ongoing case management and conferencing with ADON, office staff and field staff
· Provide medical assessments for new and existing clients
· Supervise and plan customer service visits to ensure company goals are reached and
compliance with JCAHO
· Review all incident reports, customer complaints, and other logs. Prepare management reports as required each week, month, quarter and year as assigned for quality control and risk management. Use data in making recommendations  Administrator and PAC for risk Management and quality assurance.
· Maintenance of complete and accurate client records per policy and procedures. 
· Audit patient chart for final closure after discharge has been completed
· Available to provide phone support 24/7 for emergency clinical issues
· Provide scheduled on-call support
· Assist with emergency management planning and activation of plan during emergency situations.
· Current knowledge of state, federal and Joint Commission regulations and practice standards for the provision of client care.
· Conduct or Attend staff meeting and employee trainings as needed or required
· Additional duties will be assigned as needed.






Benefits and Company Culture

· Health Insurance: personal, spouse and family plan available
· Professional development opportunities
· Deep compassion for and commitment to providing extraordinary service



___________________________
Nurse Coordinator Signature

___________________________
Administrator Signature and Date


CLINICALDIRECTOR TRAINING POLICY

The Administrator provides for the initial and on-going training of this Clinical Director.

PROCEDURE

· Initial and on-going training for the Clinical Director includes, but is not limited to:
· Agency goals, objective and services.
· Review of job description/expectations.
· Orientation to personnel and clinical records.
· Identification and review of resource materials.
· Review of all job descriptions and expectations (field and office).
· Orientation and in-service training program requirements.
· Review of Policies and Procedures Manual.
· Review of Clinical Procedures Manual and Review of RIGHT ACCORD MANUAL
· Review of the Operations and Forms Manuals.
· Review of Licensure Reference Manual.
· Personnel policies and procedures.
· Management reports and computer systems.
· Quality and Risk Management Programs
· Review of state and / or federal regulations as applicable.


· The Operations Manual contains outline of the initial training provided to the Clinical Director
· On- going education programs and training is provided to the Clinical Director in the following manner.

· Preceptor training with established Clincal Director
· Area meetings
· Attendance at seminars and educational programs provided by external or internal sources
· On-going conference calls with the Director of Clinical Operations and other Clinical Directors.



