			Job Description









				Job Title:
	HON - Telehealth Coordinator
	Department:
	Telehealth

	ID:
	
	FLSA Classification:
	Non-Exempt







	
	
	
	
	






			Position Summary




		

	Comments
	The Telehealth Coordinator is responsible for developing, planning, implementing, managing, evaluating and overseeing all aspects of the telemedicine program including performing the daily operations of the program. Will assist on outreach clinics as designated.







	






		

	






	Position Responsibilities

	.
	Weight



	Program Development and Planning
Advancing development of the telehealth program in all areas (clinical, education, administration) by providing services such as clinical consultations, educational opportunities, and managerial meetings. Serving as an advocate for the telehealth technology to be used for clinical, educational and administration to meet the mission and vision of the Shriners Hospitals. Participating actively on the telehealth committees with assigned task to assist with the implementation of all other telehealth sites in the expansion of the telehealth program within Hawaii and the Shrine network.
	25 %

	Program Implementation and Maintenance
Coordinating/scheduling telehealth clinics between other telehealth sites and all the participants within the requested time frame noted in referral. Notifying requestor of reason if unable to accomplish the clinic appointment within the time frame requested, at all times.
	25 %



	Program Evaluation
Collecting proper documentation and evaluation. Reviewing monthly activity reports critical to operations and evaluation. Monitoring and comparing expenses to budget on a regular basis. Justifying expenses exceeding department budget. Considering the best value based on cost, service, warranty, and other factors for purchases.
	10 %

	[bookmark: _GoBack](EMR) Competency
Developing a working knowledge of (EMR) and using the knowledge to follow the department's processes, including using (EMR) to apply evidenced-based practice, critical thinking, and accountability as well as maintaining client privacy, quality assurance in documentation and confidentiality. Assessing, entering and retrieving data, using system applications to register, schedule, plan and document patient care, including patient education, at all times.
	15 %



	Population-Specific Competencies
Demonstrating knowledge and skills necessary to provide population specific care, which include age (infant, toddler, preschool, school-age, adolescent, and young adult patients) and culture, providing proper intervention in accordance with department guidelines.
	10 %

	Performing Other Duties
Performing other duties as assigned or requested willingly and promptly, and with a positive attitude. Reporting when the task is completed, as appropriate.
	10 %



	Punctuality and Unscheduled Absences
• Complying with Attendance and Tardiness Policy, including but not limited to timekeeping instructions in the Employee Handbook Addendum, 100% of the time.
• Absences must be pre-approved one (1) day prior to absence, excluding any FMLA leave. Did not leave early before scheduled end time. (Pro-rated for part-time staff and 6-month orientation).
	5 %

		

		

	Note: This is not an all-inclusive list of this job’s responsibilities. The incumbent may be required to perform other related duties and participate in special projects as assigned.




	






	Education

	Degree/Diploma
	Program of Study
	Required/Preferred

	

	
	
	


Additional Educational Requirements
Bachelor's degree in a healthcare profession preferred. Nursing is strongly preferred.
	Experience

	Years of Experience
	Type of Experience
	Required/Preferred

	

	
	
	


Additional Experience Information
Clinical medical experience and computer experience preferred with an understanding and the ability to utilize and communicate internationally via computer internet facilities. Training and experience in telemedicine is highly desirable.
	Certification and Licensures

	Certification and Licensures
	Required/Preferred

	

	Pediatric Emergency Assessment, Recognition, and Stabilization (PEARS)
	Required


Additional Certification & Licensure Information
Basic Life Support for Healthcare Providers (BLS for HCP) certification by or recognized by the American Heart Association (AHA) required. Pediatric Emergency Assessment, Recognition, and Stabilization (PEARS) will be provided and must be successfully completed within one (1) year of hire.
			Additional Knowledge and Skills




		

	Comments
	Knowledgeable in current and emerging trends in technology, techniques, issues, concepts, practices, policies and procedures, and approaches in the telemedicine industry, including issues relating to patient confidentiality, legal entanglements, and data transmission challenges. Knowledgeable of community resources and services for the benefit of the Telehealth Program. Strong organizational, time management, problem solving, negotiation, and leadership skills are required. must be able to multi-task. Ability to work independently and as a team member. Ability to work effectively with a wide range of public, private and voluntary organizations. Ability to establish, facilitate, and maintain effective working relationships and collaboration. Able to maintain a high level of integrity in both personal and professional dealings. must possess excellent communication skills to work with a variety of technical and non-technical personnel in the fields of technology and medicine. Ability to communicate effectively, both orally and in writing, as well as to create and edit written material. Ability to create and give public presentations desirable.

Requires attention tot detail to identify needs and capabilities of program and implementation of system, etc. Concentration in developing training manuals and ability to multi-task and work under strict deadlines, including troubleshooting urgent problems.







	






			Physical Demands Summary




		

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.




	






	Physical Requirements

	Activity
	Amount of Time

	

	Stand
	less than 10%

	Walk
	less than 10%

	Sit
	66% - 100%

	Repetitive Use of Hand
	66% - 100%

	Simple Grasping
	66% - 100%

	Power Grasping
	less than 10%

	Fine Manipulation
	less than 10%

	Keyboarding
	66% - 100%

	Mouse Use
	66% - 100%

	Reaching (above shoulder level)
	less than 10%

	Reaching (below shoulder level)
	less than 10%

	Bending (neck)
	66% - 100%

	Bending (waist)
	less than 10%

	Twisting (neck)
	66% - 100%

	Twisting (waist)
	less than 10%

	Kneel, crouch or crawl
	None

	Climb or balance
	less than 10%

	Taste or smell
	None

	Talk or hear
	66% - 100%

	Lifts 6-10 pounds
	less than 10%

	Lifts 0-5 pounds
	less than 10%

	Lifts 21-29 pounds
	less than 10%

	Lifts 11-20 pounds
	None

	Lifts with assistance over 50 pounds
	None

	Lifts 30-50 pounds
	None

	Carrying 6-10 pounds
	less than 10%

	Carrying 0-5 pounds
	less than 10%

	Carrying 21-29 pounds
	less than 10%

	Carrying 11-20 pounds
	None

	Pushing & Pulling 0-24 pounds
	None

	Carrying over 30 pounds
	less than 10%

	Pushing & Pulling 25-49 pounds
	less than 10%

	Pushing & Pulling 50-74 pounds
	less than 10%

	Pushing & Pulling 75-100 pounds
	less than 10%

	Vision Requirements



	Activity
	Amount of Time

	

	Close Vision
	66% - 100%

	Distance Vision
	10% - 33%

	Substantial Computer Work
	10% - 33%

	Work Environment



	Activity
	Amount of Time

	

	Extreme heat (non-weather)
	less than 10%

	Fumes or airborne particles
	None

	Toxic or caustic chemicals
	None


Other physical requirements or functional tasks associated with this position:
			Exposure Control Classification




		

	I: Jobs with tasks that routinely involve exposure or potential exposure to blood, body fluids or tissues.
II: Jobs with tasks that do not routinely involve exposure to blood, body fluids or tissues, but exposure or potential exposure may be required as a condition of employment.
III: Jobs with tasks that do not routinely involve exposure to blood, body fluids or tissues (persons in this category are not called upon to perform or assist in emergency medical aid or to be potentially exposed in any other way as a condition of employment.)




	






	Level

	

	Level II

	Travel Requirements



	Type of Travel
	Amount of Time

	

	Regional Travel
	

	National Travel
	

	International Travel
	

			Employee Acknowledgment




		

	I have read and understand the job description for my position. I am able to perform all of the position responsibilities of this position.

I agree to comply with the corporate compliance policy and all laws, rules, regulations and standards of conduct relating to my position. As an employee, I understand my duty to report any suspected violations of the law or the standards of conduct to my immediate supervisor.

As an employee, I will strive to uphold the mission and vision of the organization. All employees are required to adhere to the values in all their interactions with patients, customers, and fellow employees.




	






