MT. WEST RETIREMENT CORP.

JOB DESCRIPTION

JOB TITLE:  Resident Care Coordinator

REPORTS TO: Administrator
Status:
Exempt
JOB SUMMARY: The Resident Care Coordinator is responsible for the care giving department. The RCC hires, trains, supervise and schedules care giving staff members. The individual in this position is responsible to coordinate services to provide for resident care needs.  The Coordinator monitors resident care needs, alerts the RN Consultant when the resident has a change of condition, audits the medication administration program to assure accuracy and completeness, addresses resident and family concerns, responds to resident special requests and acts as a liaison with community providers.

DUTIES AND RESPONSIBILITIES:

· Recruiting, hiring, training and scheduling of all care giving staff members.

· In conjunction with the Office Manager or Administrator, assure all New Hire paperwork for caregivers is completed and in the personnel file.

· Responsible to conduct and coordinate training and orientation of all new care giving staff members. 

· Set schedules for staff, post no later than the 4th Monday of each month, and oversee coverage of all shifts.  Check that no overtime is scheduled and schedules are being kept up-to-date in a manner required by the state.  Maintain monthly filing of schedules in a facility record binder.

· Counsel employees – Report to Administrator any problems with staff, exercise disciplinary action by oral and written communications, and file all oral and written communications in Personnel File.

· Evaluate employees with 90-day and Annual Employee Performance Evaluation for line staff and submit to Administrator for approval prior to presentation.

· Present all line staff terminations conducted to Administrator. Request final check in advance of termination meeting.

· Monitor resident care needs, alert the RN Consultant or resident’s health care provider when the resident has a change of medical condition.

· Attend weekly service plan meetings.  Assure input from care giving staff and complete service plan review notes in the resident’s medical chart.  

· Check the service plans regularly for specific resident’s needs.  Assure follow though with the services as described in the service plan.  Report any discrepancies to the Administrator.

· Establish a monitoring process for “at risk” residents and assure follow up charting. 

· Assure incident reports are completed and presented for follow up to the RN Consultant or Administrator within 48 hours. 

· As directed by physician orders and RN Consultant dispense and order medications as needed by residents for whom we provide medication administration services.

· Review all physician orders for correctness, assure resident’s physician orders are reviewed and signed periodically.

· Audit the Medication Administration Record weekly.  Document findings providing a copy to the staff, and the Consultant RN or Administrator.

· Assist with the new resident move in process. Assure initial resident paperwork and physician orders are on hand.  Communicate to the care giving staff the new residents needs and preferences.  Assure the Kitchen staff has been informed of food allergies or special dietary needs prior to resident’s arrival for the first mealtime.

· On call duties on a rotating basis on the weekends and routinely on the weekdays.  While on call, responsible to triage emergency care needs, assure staffing needs are met, and respond to other miscellaneous problems that may arise. 

QUALIFICATIONS/SPECIFICATIONS:

· Well groomed, cheerful and enthusiastic.

· Age 18 or older.

· Enjoys working with the elderly.

· Able to perform frequent lifting of less than or equal to 50 lbs.

· Occasionally lifting more than 50 lbs.

EDUCATION & EXPERIENCE:


· 18 years of age.

· High school graduate or equivalent GED.

· Maintain current CPR certification.

PHYSICAL REQUIREMENTS OF THE JOB

Sit

Sit infrequently.

Stand

Stand constantly, punctuated by opportunity to sit at short, varying intervals.

Walk

Walk level surfaces constantly, but rarely exceeding 150 feet at any one time.



Constantly          Frequent          Occasional          Rarely

Lift

    >10#
      >25#
         >50#
        >100#

Carry

    >10#
      >25#
         >50#
        >100#

Push/Pull
    >10#
     >25#
        >50#
        >100#

Climb

Walk stairs on a frequent basis, with opportunity to utilize elevator 
as alternate 


resource.

Bend

Bends at waist, knees, hips and spine on a frequent basis while physically 



assisting a resident from one place to another, frequently >25#.

Squat

Performs squats on a frequent basis to reach below knee to assist with physical 


care of a resident requiring >25#.

Twist

Performs a twist or rotation frequently at the trunk, hips, knees and neck while 


providing physical assist for residents >25#.

Reach

Reaches on a constant basis while providing for resident care. May occasionally 


reach overhead requiring <10#, and below waist requiring <25#.

Hand 

Constant requirement for hand dexterity for arranging of medications and

Dexterity 
resident personal care items (dentures, hearing aides, and other grooming items). 


Occasional typing, telephone 
usage, paperwork sorting.

Sensory

   Vision
Must be able to read clearly with or without corrective lenses.

   Hearing
Must be able to hear telephone, audible alarms, bells, and signals related to 


resident safety with or without hearing devices. 

Speech/
Must have strong command of the English language sufficient to read and 

Language
write and interpret medical and administrative information.

I have received a copy of the above description and acknowledge that I have read and understand it and accept the position and associated duties described above. I acknowledge that I’m capable of performing the described tasks.
_____________________________________________________

__________________

Employee Signature







Date
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