Thrive Upstate

	Job Title:
	  Health Care Coordinator
  Licensed
	Department:
	Nursing

	Reports To:
	Director of Nursing
	Location:
	Varies

	FLSA Classification:
	 FORMCHECKBOX 
  Exempt   FORMCHECKBOX 
  Non-Exempt
	Status:
	 FORMCHECKBOX 
  FT        FORMCHECKBOX 
  PT

	Revision Date:
	12/29/2021
	Wage Classification
	


	Position Summary


Under the supervision of the Director of Nursing, the Health Care Coordinator is responsible for managing the medical needs of individuals receiving services.
	Position Responsibilities


· Maintain a list of medically fragile individuals, and follow-up on those individuals no less than monthly.
· Perform Monthly Medication Audits and submit to Senior Nursing Coordinator/Medication Coordinator.
· Assist with providing required training to staff and nurses.
·  Assist other members of the nursing team as need arises, or as directed by the Director of Nursing.
·  Follow up on GERs daily, obtain updates on hospitalized individuals.

·  Assist house managers QIDPs, and Coordinators in scheduling surgical procedures, and making sure any training is provided and any needed supplies are obtained.
·  Coordinate hospital discharges with residence and hospital or nursing facilities to ensure individual continues to be at an appropriate level of care.
· Participate in call team meetings as requested.
· Provides support to residences and advises staff on appropriate treatment and care.

· Completes quarterly nursing assessments or monthly monitoring note for ICF and CRCF individuals.
·  Assist with COVID testing and training at assigned residences and as needed throughout the agency.
· Maintains Individual’s confidentiality according to the HIPAA.
· Review and complete documentation related to Choking incidents, follows up on recommendations and provides training as needed.  
·  Follow up on pharmacy audits every 3 months.
·  Create and maintain ICF nursing schedule monthly.
· Takes call in call rotation.

· Provide nursing coverage in the ICF as needed and as directed by the Director of Nursing.
· Completes other duties as assigned by the Director of Nursing.
	Essential Skills and Experience


· Graduate of accredited nursing program with current nursing license held in good standing with the South Carolina State Board of Nursing or. 
· Current CPR & first aid certification

· Valid SC driver’s license  

· Demonstrates the ability to work effectively with others.

· Behaves in a professional and ethical manner, using appropriate professional judgment during stressful periods of time.

· Prioritizes and manages time effectively to assure completion of assigned duties.

· Displays positive interactions with coworkers, individuals served, and families.

· Promotes an environment of care.

· Prior experience in the health-related field and individuals with developmental disabilities preferred

	Mental & Physical Demands- ADA Guidelines

	Physical Demands
	C
	F
	O
	N/A
	Lifting Requirements
	C
	F
	O
	N/A

	Stand
	*
	
	
	
	10 pounds or less
	
	*
	
	

	Walk
	*
	
	
	
	11 to 20 pounds
	
	*
	
	

	Sit
	
	*
	
	
	21 to 50 pounds
	
	*
	
	

	Physical Demands
	C
	F
	O
	N/A
	51 to 100 pounds
	
	*
	
	

	Handling 
	*
	
	
	
	> than 100 pounds
	
	*
	
	

	Reach Outward
	*
	
	
	
	Pushing & Pulling Requirements
	C
	F
	O
	N/A

	Reach Above Shoulder
	*
	
	
	
	12 pounds or less
	
	*
	
	

	Climb
	
	
	
	*
	13 to 25 pounds
	
	*
	
	

	Crawl
	
	
	
	*
	26 to 40 pounds
	
	*
	
	

	Squat or Kneel
	*
	
	
	
	41 to 100 pounds
	
	*
	
	

	Bend
	*
	
	
	
	> than 100 pounds
	
	*
	
	

	Other:
	
	
	
	
	Other: 
	
	
	
	

	Definitions

	C
	Constantly
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day)

	F
	Frequently
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	O
	Occasionally
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	N/A   
	Not Applicable
	Activity is not applicable to this occupation


Thrive Upstate is an Equal Opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability or protected Veteran status.
The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

	
	
	

	Employee Name Printed
	Employee Signature
	Date Signed

	
	
	

	Director of Human Resources Name Printed
	Director of Human Resources Supervisor Signature
	Date Signed



THIS DOCUMENT DOES NOT CREATE AN EXPRESSED OR IMPLIED CONTRACT OF EMPLOYMENT OR ALTER YOUR AT-WILL EMPLOYMENT

