BEACON GRANT – Outcomes Data Entry and Support

POSITION SUMMARY

Provides timely outcomes data collection and reporting, outreach and retention reporting. Demonstrates an extensive working knowledge of Ryan White program reporting requirements and familiarity with all applications associated with managing data reporting.

JOB QUALIFICATIONS

EDUCATION/TRAINING, CREDENTIALS AND EXPERIENCE

1. High school graduate or GED.
2. Associate degree in Health or Business Administration desired, or equivalent experience.
3. Minimum of one-year experience in a medical clinic with working knowledge of HIV+ specific care and services

KNOWLEDGE, SKILL AND ABILITY

1. Knowledge of and familiarity with all facets of Ryan White Care and Service operations; 
2. Knowledge of and familiarity with all Quality Outcomes Data Collection and Ryan White Reporting requirements; 
3. Knowledge of organizational policies, procedures and systems, with the ability to effectively communicate and implement them;
4. Knowledge of CLIA, OSHA, JCAHO, compliance program, and other governmental regulations and compliance requirements thereof.
5. Knowledge of computer systems and software applications (MS Word, Excel, etc.)
6. Skill in planning, organizing, and meeting reoccurring deadlines;
7. Skill in time management;
8. Skill in providing support as needed to the Ryan White grant program;
9. Skill in gathering and interpreting data;
10. Skill in verbal and written communication;
11. Skill in researching, preparing, and presenting comprehensive reports;
12. Skill in decision-making and problem solving;
13. Skill in working effectively with CQI Consultant, other staff, physicians, other hospital departments, outside agencies as necessary;
14. Ability to take initiative and exercise independent judgment;
15. Ability to interpret, adapt, and apply written guidelines and procedures to standard work practices;
16. Ability to identify issues that require the involvement of the Grant Program Manager.

WORKING ENVIRONMENT/PHYSICAL DEMANDS
	
1. Medical office environment.  Occasional weekends for special projects.
2. Working offsite: ability to ensure all applicable policies and procedures are strictly adhered to; and that the utmost attention to confidentiality is observed.
3. Requires sitting for extended periods of time, as well as some bending, stooping, and stretching.
4. Requires manual dexterity and eye-hand coordination sufficient to operate a keyboard, photocopies, telephone, calculator, and other office equipment.
5. Requires normal range of vision and hearing.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Ensures efficient and timely data collection and reporting requirements.
2. Implements, supports, and ensures compliance with organizational policies and procedures.
3. Assists in the development of processes to improve, expand, or further outline the elements of required data collection and reporting
4. Supports goals and objectives of the organization and promotes a supportive and productive environment.
5. Provides, presents, and analyzes data for Continuous Quality Improvement activities, Patient Outreach and Retention Reporting, Screening, Brief Intervention, & referral to treatment quarterly reporting, or as otherwise indicated.
6. Responsible for working with Continuous Quality Improvement (CQI) Consultant to meet the CQI Outcomes Objectives; to include CQI Focus Indicators.
7. Ensures appropriate communication with Program Manager or other appropriate staff regarding Outcomes Data Collection and Reporting. 
8. Maintains strict confidentiality.
9. Upholds guidelines set forth in clinic/organization.
10. Participates in meetings and committees as necessary.
11. Participates in professional development activities as necessary, to stay current in Data Collection & Reporting Requirements. 
12. Maintains a neat and professional appearance.
13. Demonstrates commitment and dependability.
14. Meets standards of professional and ethical conduct.

PATIENT CARE/INTERACTION
When applicable, employees must be able to adjust the essential functions they perform appropriately to the age of their patient/customer. Employees must demonstrate knowledge of the principles of growth and development and the knowledge and skills necessary to provide for the primary population of patients served in the department.  Employees demonstrate the ability to alter care and patient/family education based on the age or developmental level of the patient.
Primary patient population served.  (Check all that apply)
____	Neonate/Infant (birth – 12 months)	____	Adult (17 – 69 years)
____	Child (13 months – 12 years)		____	Older Adult (70+  years)
____	Adolescent  (13 – 17 years)	

__X_	This position does not have any patient contact.

OTHER DUTIES/RESPONSIBILITIES

1. Performs duties as necessary to cover Ryan White program needs and meet deadlines.
2. Completes special projects as requested.
3. Performs related duties as required.
	
EMPLOYEES ARE HELD ACCOUNTABLE FOR ALL DUTIES OF THIS JOB

