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Susanville Indian Rancheria

Lassen Indian Health Center

795 Joaquin Street


Susanville, CA  96130

POSITION ANNOUNCEMENT
POSITION:
Clinical Application Coordinator (CAC) 

DATE OF ANNOUNCEMENT:
February 17, 2016
CLOSING DATE:


March 10, 2016

Hours:




Full Time 
Salary:




$84,000.00/year 

GENERAL STATEMENT OF RESPONSIBILITIES:
The Clinical Application Coordinator (CAC) serves as a specialist/integrator in the implementation and ongoing support of multi-service clinical software applications used in the clinic setting for Lassen Indian Health Center.  The position supports the daily interface between all clinic staff and the electronic health record.  The duties involve serving as the coordinator for this consulting with the service lines and their staff in customizing software and training individuals in the daily operation of the packages as well as how the packages integrate with each other.  The CAC also works with other application staff with responsibility for a broad range of activities surrounding the implementation of a comprehensive, standardized integrated health care information system (RPMS Electronic Health Record).
Specific Duties and Responsibilities:
1. The CAC is responsible for the implementation and support of multi-service software packages that automate the capture of clinical encounter information and its subsequent retrieval.  The CAC manages the customization of the site parameters and addresses integration issues with other software packages.  Periodically reviews site parameters and local tables with each department for accuracy and completeness.  The CAC coordinates implementation of new software products obtained by the facility that cover these functions.
2. Analyzes and evaluates processes related to information flow.  Serves as liaison between service lines concerning these processes.  Ac
quires a comprehensive knowledge of the software involved to determine what procedural issues versus system/application deficiencies are.  Assists staff in the efficient use of the current software.  Serves on clinic teams, wherever and whenever management determines the skills and talents of the CAC would be best utilized.

3. Establishes effective interpersonal relationships with all levels of clinic personnel.  Promotes an atmosphere that encourages enthusiasm and user participation in clinical computing.  Creates a positive environment for reporting application and/or system deficiencies and suggestions for system improvements and enhanced functionality.

4. Promotes an awareness of the importance of data validity and data security.  Coordinates efforts to correct deficiencies and errors that occur in the electronic record.

5. Provides training to all services on current EHR applications, new features and ensures training is scheduled for new users.  Emphasizes timeliness, accuracy, security and the importance of these functions on every other clinical application.  Coordinates classes with IHS Office of Information Technology (OIT) and serves as backup for basic training classes.

6. Works with various departments and their staff in the refining and evaluation of existing health-related software modules and programs.  Maintains awareness and comprehensive understanding of all clinical software activities through the service unit.  Such activities may include, but are not limited to, electronic health information databases and telemedicine programs.

7. Coordinates with staff to implement integrated packages, resolve conflicts, provide secondary support on related software modules, and ensures smooth operations in areas where package scope overlaps or is integrated with other services’ functions.  Works with programmers in local testing of software, identifying software problems and requesting enhancements.  Logs all problems, referring those requiring a higher level of technical support to the appropriate person or team.

Qualifications and Knowledge Required By the Position:
1. Experience of 3 or more years in clinical applications support in the healthcare industry, or a degree in Medical Informatics.  Alternatively, a minimum of 4 years experience, with at least 1 year in the past six years, in direct patient care (medical, pharmacy, nursing, or allied health) with evidence of interest and knowledge of RPMS software packages or in medical informatics.
2. Demonstrated ability to communicate effectively with peers and superiors, to speak in front of groups and to communicate in writing policies, procedures, memoranda and training materials.  Ability to operate and communicate effectively while under pressure is essential.

3. Experience serving as a liaison between groups within an organization, as an effective member of organizational teams and in coordinating software implementation projects.

4. Extensive knowledge of a broad range of patient care activities, working knowledge of the clinic environment and how the different services and functions interact.

5. Knowledge of Windows applications.

6. Skilled in problem solving, interpersonal relationships in the workplace and conflict resolution.

7. Ability to work independently, to plan, coordinate and implement projects and to complete projects on schedule.

8. Knowledge of current healthcare industry Privacy Act and security requirements.

9. Working knowledge of current Indian Health Service RPMS clinical software applications is required.

10. Assist in developing clinic data collection/reporting forms and training guides, coordinating with Department Directors to identify data information needs (i.e., state and federal reporting requirements, quality assurance, and health monitoring).
Supervisory Controls:
Work assignments are received in broadly stated objectives from the Administration Director.  As technical authority of ROMS scheduling applications, determines priorities, scopes of projects and deadlines.  The CAC uses judgment in determining approaches and methodology in planning and in coordinating work with other clinic personnel and others.  Recommendations made are usually considered to be technical authorities and are normally accepted without change.  The supervisor and other concerned parties are kept advised of potentially controversial problems.  Work review is based on fulfillment of meeting program objectives, technical accuracy and the soundness of advice provided.

Complexity:
The work involves planning; direction, implementation and troubleshooting of software packages to automate the clinical scheduling functions of a multi-disciplinary health care delivery system.  It requires departures from past approaches extending beyond traditional techniques into development of new innovations.  The CAC must assess, deal effectively, and work cooperatively with complex interrelationships between clinical and administrative, non-technical and technical personnel, the accessibility and privacy of information, and routine workload verses new project implementation priorities.  The CAC must be able to conceptualize organizations and procedures and integrate concepts that are often diametrically opposes.  THE RPMS system is highly integrated and presents special requirements for organization and coordination.

Other Significant Factors:

1. Teamwork – Balances team and individual responsibilities; Exhibits objectivity and openness to others views; Gives and welcomes feedback; Contributes to building a positive team spirit.  Puts success of team above own interests; Able to build morale and group commitments to goals and objectives; Supports everyone’s efforts to succeed.
2. Change Management – Develops workable implementation plans: Communicates changes effectively: Builds commitment and overcomes resistance: Prepares and supports those affected by change; Monitors transition and evaluates results.
3. Cost Consciousness – Works within approved budget; Contributes to surpluses and revenue; Develops and implements cost saving measures; Conserves organizational resources.
4. Diversity – Demonstrates knowledge of EEO policy; Shows respect and sensitivity for cultural differences; Educates others on the value of diversity; Promotes a harassment-free environment; Builds a diverse workforce.
5. Judgment – Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely decisions.
6. Professionalism – Approaches others in a tactful manner; reacts well under pressure; treats others with respect and consideration regardless of their status or position; accepts responsibility for own actions; follow through on commitments.
7. Planning/Organizing – Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Organizes or schedules other people and their tasks; Develops realistic action plans.
8. Quality – Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.
9. Safety and Security – Observes safety and security procedures; Determines appropriate action beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials properly.

10. Attendance/Punctuality – Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

11. Dependability – Follows instructions, responds to management direction; Takes responsibility for own actions: Keeps commitments: Commits to long hours of work when necessary to reach goals; Completes tasks on time or notifies appropriate person with an alternate plan.

Special Qualifications:
Must be sensitive to the needs of the Native American Indian community, their culture, traditions, behavioral patters, and background.

Physical Demands:
The work requires travel to various sites.  Projects may demand the CAC to work under stress, to meet short deadlines, or cope with changing priorities and multiple projects and tasks that are varied in nature.  The computer work requires long periods of time using a keyboard, a computer and monitor.  While performing the duties of this job, the employee is frequently required to stand; use hands to handle or feel; reach with hands and arms and talk or hear.  The employee is occasionally required to walk; crawl, sit and taste or smell.  The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 35 pounds.  Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus.

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Working Conditions:

The work can require long hours to meet project deadlines and to devise corrective actions to unexpected technical and/or management crises resulting in stressful work situations.  Occasional travel by air is required to attend meetings, seminars, and to provide training and assistance.  The noise level in the work environment is usually quiet.

Preference will be give to Native Americans.
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