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JOB DESCRIPTION
	Job Title:
	SDPI 
Clinic Coordinator/
Diabetes Clinic Coordinator RN
	Department:
	Health

	Reports To:
	Health Director
	Employment Status:
	Full Time

	Exemption Status:
	Exempt
	Classification:
	Sensitive

	Supervisory Status:
	Supervisor
	Salary Minimum:
	DOE

	Driving Classification:
	Valid Driver’s License
	Standard Hours/Shift
	M-F 8:00 a.m. - 5:00 p.m.


Summary:
This individual (an RN) will provide nursing care and related duties pertaining to the medical clinic, as well as diabetic patient care in accordance with the Special Diabetes Program for Indians (SDPI).  This position will provide nursing expertise and leadership in assessing, planning, implementing, and evaluating care provided to individuals at risk for Type 1 and 2 Diabetes.  The position is based on the Fort Mojave Health Center outpatient clinic. The individual will be responsible for the daily coordination of the outpatient nursing/medical assistant staff.  The individual will be required to assist and relieve all nursing staff, including lab staff, as needed.  The individual shall hold a Registered Nurse license in one of the 50 states in the United States.
Essential Duties and Responsibilities:
· Provide quality and professional patient care within the clinic. Document patient care provided in a timely manner, following facility policies.
· Direct daily supervision of all outpatient nursing/medical assistant staff providing care within the outpatient clinic.
· Conduct case management services for patients of the Fort Mojave Health Center, including facilitating in-patient referrals to other facilities, handling patient discharge arrangements from other facilities, ordering patient and clinic medical supplies and durable medical equipment, etc.
· Serve as the primary point of contact to track and manage the care of patients with or at risk for Type 1 and 2 Diabetes Mellitus, utilizing professional judgment and applicable Standards of Care as a basis for management, and performing in accordance with Special Diabetes Program for Indians (SDPI) requirements. 
· Assist with coordinating diabetes care and patient visits with other departments for the prevention of diabetes-related complications, including Optometry, Dental, Physical Therapy, Nutrition and other specialty clinics. 
· Supervise and provide administrative guidance, support and assistance, as needed, with the RN Outreach and Community Health Nurses.
· Complete, or assist in the completion of, monthly, quarterly, bi-annual and annual reports for Tribal/State/Federal programs, grants or contracts associated with the medical aspects of the health facility (ex. Special Diabetes Program for Indians, Arizona State Immunization Information System, etc).
· Maintain inventory (ordering, stocking, etc.) of medical supplies needed for the outpatient clinic, including medication and immunization ordering and reconciling.
· Assist lab staff with testing and specimen collections, as needed.
· Provide nursing education to staff.
· Create or update policies to fit any necessary changes of the out-patient clinic. 
· Follow all established facility policy and procedures.
· Coordinate care of patients via a teamwork approach with health facility departments such as Behavioral Health, Community Health Reps., Pharmacy, Respite, Transportation etc. 
· Other duties may be assigned.
Competency:
· Required:  
· Ability to work in a variety of clinical settings and adapt to frequent change and emergent situations in a professional manner.
· Ability to work within the Native American community and its framework of culture and traditions. 
· Ability to maintain the highest level of patient confidentiality and display exemplary professional conduct.
· Excellent communication skills and the ability to perform in a team atmosphere.
· Ability to read and interpret documents.  
· Ability to write routine reports, forms and other documents relating to this position.  
· Ability to speak effectively to individuals and groups.
· Must have excellent supervisory skills.
· Desired:  
Qualifications:
· Required:  
· Possess a current, valid Registered Nurse license in a good standing in at least one US state.
· At least 2 years of hospital, clinic or home care experience as an RN.
· At least 1 year of experience as a healthcare supervisor.
· Current BLS certification.
· Valid driver’s license.
· Desired:  
Education/Experience:
· Required: 
·  Possess a current, valid Registered Nurse license in good standing in at least one of the 50 states in the US. 
· At least 2 years of hospital, clinic or home care experience as an RN.
· At least 1 year of experience as a healthcare supervisor.
· Desired:  
Language Ability:
· Required:  
· Reading comprehension - Understanding written sentences and paragraphs in work related documents.
· Speaking - talking to others to convey information effectively.
· Active listening - Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
· Writing - communicating effectively in writing as appropriate for the needs of the audience.
· Oral Comprehension - The ability to listen to and understand information and ideas presented in writing. 
· Written Expression - ability to communicate information and ideas in speaking so others will understand.
· Desired:  
Math Ability:
Required: Able to calculate basic arithmetic (add, subtract, multiply, divide) knowledge of basic geometry, algebra, statistics.  Must be absolutely competent in measurements and correct medication administration.

· Desired:  

Reasoning Ability:
· Required:
·  Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make sense.
· Inductive Reasoning - The ability to combine pieces of information to form general rules or conclusions (including finding a relationship among seemingly unrelated events.)
· Desired:  

Computer Skills:

· Required:
· Able to use technological tools such as a desktop/personal computer.
· Excellent knowledge and working ability of Microsoft Office Suite (Word, Excel. Power Point, etc.), utilize the facility’s practice management system(s) RPMS and EHR, electronic mail, internet. Training can be provided for specialized software usage.
· Desired:  
Equipment, Machinery, Tools, and Material Utilization (All Required):
· Able to use technological tools such as a desktop/personal computer, printer, scanner, facsimile, multi-line phone system, 10-key, care equipment such as blood pressure cuffs, stethoscope, EKG machine, nebulizers and other medical equipment required to provide correct and proper patient care.

Certificates and Licenses:
· Required: 
·  Valid Registered Nurse license in good standing from at least one of the 50 states in the US.
· Current BLS certification
· Valid driver’s license.
· Desired:  

Other Requirements:  
Must be willing to maximize “meaningful use” of electronic health records and associated health information technology, such as the Resource and Patient Management System (RPMS) and the associated applications to assist in benefiting the Fort Mojave Health Center and the care of the patients.  

Supervisory Responsibilities:
· This position will oversee the day-to-day operations of the Outpatient Clinic and provide Administrative and Supervisory support to the RN Outreach Coordinator, Community Health Nurse, Outpatient nursing staff and Medical Assistants.
Physical Demands:
The physical described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus. While performing the duties of this job, the employee is occasionally required to stand; walk; sit for long periods of time; use hands to finger, handle, or feel; reach with hands and arms; stoop, kneel, crouch; talk or hear and taste and smell. Position also requires the employee to be able to lift to 50 pounds as well as being able to physically transfer, lift and assist patients with their needs.

Work Environment:
Indoors, environmentally controlled, general Medical Back Office setting. There is a possibility of catching certain illnesses, etc., those common in working with the public in a medical setting. Occasional visits will also be made to patient homes and other community sites. 


Additional Information:
The above statements describe the general nature and level of work being performed. This is not an exhaustive list of all duties and responsibilities associated with the position. The Fort Mojave Indian Tribe reserves the right to amend and adjust responsibilities to meet organizational and business needs.
The Indian Preference Act will be enforced.  The above statements are intended to describe the general nature and level of the work being performed by people assigned to this work.  This is not an exhaustive list of all duties and responsibilities associated with it.  The Fort Mojave Indian Tribe reserves the right to amend and change responsibilities to meet business and organizational needs.

Employee Acknowledgment:
I acknowledge that I have received, read, and understand this job description. I understand that this document provides a general overview of my responsibilities and that my duties may be modified as necessary to meet the needs of the organization.

Employee Name (Print): 									
Employee Signature: 									
Date: 												
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