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JOB DESCRIPTION




Date Revised: April 2019
	Job Title: Clinical Coordinator- Pittsburgh Campus
	Classification Level: 8

	Department:  Undergraduate Nursing

	Reports to:  ABSN Program Director 

	Directly Supervises: None   
	FLSA Status:  exempt, Full time, 12-months


PRIMARY PURPOSE OF THIS JOB:
The Clinical Coordinator will support clinical learning for the undergraduate Accelerated Bachelor of Science in Nursing Program (ABSN) students through the management and coordination of clinical rotations, orientation for students and faculty, and recruitment of adjunct clinical faculty via the effective use and maintenance of clinical partnerships.
ESSENTIAL FUNCTIONS: (other duties may be assigned)

1. Develop and maintain clinical partnerships and secure clinical placements each semester.  Communicate via email, phone and/or in person with nurse educators and/or placement coordinators to develop clinical placements. Coordinate the placement of students in the clinical portion of the program with appropriate clinical sites and national nursing accreditation mandates.  Responsibilities include securing clinical education placement sites; identifying and developing new clinical sites and participating in all aspects of clinical experiences; evaluating and advising of student's clinical experience; coordinating clinical rotation schedules; orienting instructors at clinical education centers; and participating in all aspects of clinical labs.
2. Evaluate and facilitate clinical education effectiveness through a schedule of visits to the clinical education sites and through monthly meetings of clinical faculty.   
3. Written and electronic scheduling of clinical sites, student placements and laboratory simulation experiences for the ABSN program.
4. Ensure student compliance with the clinical clearance process.

5. Work with the ABSN program director to identify appropriately prepared clinical adjunct faculty and orient clinical faculty to University policies and procedures.  Maintain a list of approved adjunct clinical faculty by clinical specialty.
6. Perform site visits with adjuncts who are supervising students in clinical settings, in order to assist with adjunct transition to the clinical educator role. 

7. Prepare reports and maintain documentation required for internal and external usage and evaluation related to accreditation requirements.

8. Update program director and clinical faculty on relevant policies and procedures at clinical partner institutions.
9. Other duties as assigned.
RELATED DUTIES:
· Keep current on relevant nursing research, technology, and related issues by attending continuing education courses/conferences, professional meetings, reading professional journals and maintaining membership in professional organizations.

· Attend Nursing Department Faculty Organization (NDFO) meetings.
· Attend College of Health Sciences & Education and clinical education committee meetings.
· Participate in professional development.
· Attend meetings with clinical partner institutions as needed to negotiate student clinical rotations
· Understand and adhere to all applicable OSHA safety policies and procedures including safety education, accident prevention, and a safe work environment.
· Hours are flexible to accommodate extended service hours/clinic hours to students as negotiated with ABSN program director.
· Uphold and promote the Mission and Philosophy of the University and the Sisters of Mercy.

· Preserve honesty and integrity in the professional affairs of the University; adhere to high standards of ethical practices and conduct.
REQUIREMENTS: (Equivalent combinations of education, licenses, certifications and/or experience may be considered)
Education

· Master’s Degree in Nursing.  
Experience

· 5 years nursing experience with a minimum of 2 years of recent clinical experience

· Clinical teaching experience in higher education setting preferred
Licenses/Certifications

· Current, unencumbered Registered Nurse (RN) license in the Commonwealth of Pennsylvania

· A current and valid driver’s license and/or the ability to travel to clinical sites
Work-Related Knowledge

· Knowledge of patient simulation services, technologies and applications
· Ability to learn hardware and software quickly and independently

· Ability to assess, troubleshoot and address equipment failures in a timely fashion

· Ability to work cooperatively with other providers, hospitals and staff and others outside the university system.

KNOWLEDGE, SKILLS, AND ABILITIES typically required to perform the essential functions of this position.
Problem-Solving/Decision-Making Skills
· Offer highest level of innovation and problem solving skills to influence overall efficiency, avoidance of lawsuits, improvements in productivity, outcomes, etc.
Verbal Communication Skills

· Use verbal skills to transfer information to groups. Ability to speak clearly and comfortably, to use tact, discretion and sensitivity in dealing with college students, including good interviewing and counseling skills and the ability to explain medical problems and treatments in accurate and understandable lay language.

Written Communication Skills

· Complete records/forms and maintain documentation.  Prepare client case notes, reports, etc.  Review and approve documentation, reports, and records as completed by subordinate staff.
Math Skills
· Addition, subtraction, multiplication, division, percentages, ratios.  Financial Management, budgetary responsibility, forecasting/projections, etc.
Computer Skills: Required to successfully complete essential functions of the job.
· Internet and email

· Spreadsheet Software
· Word processing Software
Tools & Equipment (Other than general office equipment):
· General Office Equipment 
CONTACTS typically incurred while performing the essential functions of this position.
· Coworkers within the same department
· Coworkers in other departments

· Mid-management level employees

· Executive management level employees

· Customers of the organization

· Members of the general public

· Employees of peer organizations

· Vendors/suppliers/service providers

MENTAL DEMANDS typically required to perform the essential functions of this position.
· Respond to Unpredictability – Appropriately adapt to a work schedule or job requirements that regularly change without notice or do not follow a set schedule.  Requires judgment to act in crisis situation.

· High Level of Record Keeping – Enter, transcribe, record, store or maintain information in written or electronic/magnetic form.  

· High Pressure for Results – Complete job duties in a timely and efficient manner under demanding working conditions.  Appropriate use of emotions; level-headed under pressure.

· Independent Judgment and Discretion - Accountable for comparing and evaluating possible course of conduct and acting/making a decision (without immediate director or supervision) after various solutions have been considered.  More than use of skill in applying well-established techniques, procedures or specific standards described in manuals or other sources.

· Organize and Prioritize – Organize information, processes and/or prioritize work to meet demands/deadlines.
· Manage Multiple Projects/Tasks – Work on multiple projects/tasks concurrently, in order to meet varied deadlines.  May work for multiple bosses.

· Respond to Angry/Upset Individuals – Appropriate respond to unpleasant, angry or anxious individuals as part of the job requirements.
· Read, Comprehend and Follow Instructions/Work  Orders – Listen to and understand information and ideas presented through spoken or written form.
· Relate to Others – Regular day-to-day contact with internal/external customers.

PHYSICAL DEMANDS typically required to perform the essential functions of this position.
	CONSTANTLY
(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY
(up to 25% time on job)

	· Ability to communicate orally

· Ability to hear conversation
· Ability to use both hands
	· Ability to stand

· Ability to walk

· Ability to sit

· Ability to use both hands


	· Ability to lift up to 65 lbs.
· Ability to carry 50 lbs.

· Ability to push 50 lbs.

· Ability to pull 50 lbs.

· Ability to stoop

· Ability to kneel 

· Ability to crawl

· Reaching at high or low level

· Repetitive finger movement

· Repetitive twisting or pressure involving wrists or hand

· Ability to climb stairs

· Ability to repeatedly bend

· Use of depth perception

· Use of color vision




WORKING CONDITIONS under which the essential functions of this position are typically performed.
· This position typically requires work in a normal office environment.  
	CONSTANTLY
(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY
(up to 25% time on job)

	
	
	· Travel and/or overnight stays


PERSONAL PROTECTIVE EQUIPMENT typically required to perform the essential functions of this position.
·  This position typically does not require the use of Personal Protective Equipment.  

To perform this job successfully, an individual must be able to perform each essential function satisfactorily, with or without reasonable accommodation.  The list of requirements, duties, and responsibilities is not exhaustive but is representative of the current job.  The knowledge, skills and/or abilities listed are typically required to perform this job successfully.  Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to satisfactorily perform the essential functions.  Management reserves the right to revise the job description and to require that other tasks be performed when the circumstances of the job change (for example: emergencies, changes in personnel, workload, or technical development). 
I have read the above position description and understand the requirements set forth therein.  I acknowledge that I can perform the essential functions of this position with or without reasonable accommodation.

Employee’s Signature:






Date:


Supervisor’s Signature:






Date:


Human Resources Review 

Signature:






Date:
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