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First Name xxxxx
Middle Name xxxxx
Last Name xxxxx
Position Code BNF290169
Position Name COOR- TRAUMA INFORMATION
Department Code 100343
Department Name TRAUMA CENTER
Employee Number xxxxx

Template Used: JD/Evaluation Template Non Clinical
 
This job description is only a summary of some of the typical functions of the job, as determined on a certain date. It is not
an exhaustive list of all possible job responsibilities, tasks, qualifications, skills and duties, any of which might differ or be
modified at any time from those outlined in this summary.

 

NON-CLINICAL

 DATE

Original Published Date: 09/08/2015
Date of Last Update: 09/19/2018

 PRIMARY PURPOSE:

The Trauma Information Coordinator is responsible for maintaining an ongoing registry of trauma/burn patients according to the guidelines set
forth by the American College of Surgeons, Committee on Trauma based on the criteria for a Level I &III Trauma Center found in the book
Optimal Resources for Care of the Injured Patient. Responsibilities include database maintenance, exporting data, data validation, data analysis,
report building, and database education (i.e. software and coding). The position also coordinates the Acute Care Surgery Registry.

 PERFORMANCE RATINGS

Less Than
Effective
Performance (LTE)

Level of performance does not fulfill all requirements of the job. Immediate remedial action leading to demonstrated
improvement is necessary. The manager should outline, where appropriate, the specific recommendations to facilitate
improvement. 

 1

Effective
Performance (E) Level of performance consistently meets the established requirements of the job.  2

Exceptionally
Effective
Performance (EE)

Level of performance consistently exceeds established requirements of the job. Associates at this level demonstrate
continuing excellence in all key result areas.  3

 PRIIDE VALUES

P - Putting PATIENTS and families first: Above all, we dedicate ourselves to meeting the physical and emotional needs of those we serve.
1 1.5 2 2.5 3

Thoughtfully approaches patients and families and considers their individual situations/statuses in order to provide the best possible
experience.
Takes pride in UC Health and conducts himself/herself appropriately and professionally at all times.
Anticipates needs of patients, families and co-workers and acts upon those needs before being asked.
Responds to requests from patients, families and co-workers in a timely fashion.
Provides honest information to patients and families in a compassionate manner.
Reacts quickly to inconveniences, mistakes and changing conditions.
Apologizes when necessary and appropriate.
Is respectful of cultural, ethnic or other differences and makes appropriate accommodations to enhance the patient’s experience.
Thoroughly considers impact on patients, families and co-workers when making business decisions.
Values patients, families and co-workers feedback to continuously improve.

R - Showing RESPECT: We will treat others in a respectful and compassionate manner.
1 1.5 2 2.5 3

Greets patients, visitors and co-workers in a warm, friendly manner and uses hallway and elevator etiquette.
Treats everyone as if he or she is the most important person in the facility.
Makes eye contact and acknowledges others.
Allows patients and visitors to enter and exit elevators first.
Walks visitors and patients to their destinations.
Does not discuss patient and organizational information in public spaces.
Develops and maintains positive relationships with co-workers.
Shares knowledge and expertise with co-workers regarding the process or procedure required to carry out specific duties and
responsibilities.
Acts as a resource for co-workers.
Provides information that is pertinent to the situation.
Uses easily understood and appropriate language.
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Listens to the needs of patients, families and co-workers and responds in a timely and sensitive manner.
Demonstrates verbal and nonverbal communication that is sensitive to the diverse workforce and communities we serve.

I - Acting with INTEGRITY: We will be fair, honest, transparent and trustworthy in our decisions and actions, always adhering to the highest
ethical standards.

1 1.5 2 2.5 3

Actions and decisions support the needs of our patients, employees, the organization and the communities we serve.
Holds self and others accountable and does the right thing, even when “no one is looking".

Accepts responsibility for words and actions.
Knows, understands and takes charge of job responsibilities.
Listens and acts without bias.

Delivers on commitments.
Does what he/she says he/she will do.

Maintains confidentiality and adheres to Code of Conduct.
Does not disclose or discuss patient information unless there is a job-related requirement.
Does not bill for services that are not performed or for items that are not provided.

Acknowledges conflict and seeks appropriate resolution.
Understands and accepts responsibility for the impact that individual actions have on patients, visitors, co-workers and the
organization.
Uses proper lines of communication.
Follows organizational and departmental policies and procedures.

I - Embracing INCLUSION: We will maintain an open mind and seek new and different perspectives to create a welcoming and diverse
environment.

1 1.5 2 2.5 3

Involves employees from other departments when workflow changes may affect other teams.
Actively seeks input from diverse groups in order to positively influence outcomes or decision-making.
Builds strong working relationships with all team members.
Uses interpersonal skills and methods that are sensitive to the diverse workplace and communities we serve.
Treats everyone with courtesy and respect.
Works cooperatively within own and other departments.
Participates in unit or department in-services, meetings and conferences.
Shares responsibility and is accountable for getting work done.

D - Seeking DISCOVERY: We will work tirelessly to advance the practice of medicine through research and innovation, as well as training and
education.

1 1.5 2 2.5 3

Identifies challenges or barriers and proactively works to find solutions.
Participates in problem solving activities.

Asks for feedback on performance and is open to receiving such feedback.
Learns about the roles of co-workers and acknowledges each person’s contribution.
Learns about the specific needs of the patients and families we serve and continually strives to exceed expectations.
Seeks new ways of doing work to become more efficient and effective.
Engages in goal alignment and standardization of work processes.
Asks for patients, families and employee feedback to influence performance and experience.
Learns about best practices and evaluates them for potential implementation.
Evaluates current status of experience and performance and seeks out ways to constantly improve.

E - Offering EMPATHY: We will respect and honor the dignity of others and provide heartfelt comfort and support.
1 1.5 2 2.5 3

Practices active listening with patients, families and co-workers.
Makes eye contact and appropriate nonverbal cues during discussions.
Listens to understand rather than preparing to respond.
Repeats back what they have heard to ensure proper understanding before responding.

Considers the little things that can make a big difference.
Thinks through the details before an experience occurs and makes necessary adjustments to enhance the experience.
Delivers on any follow-up items in a timely and thorough fashion.

Senses tone and emotion and adjusts voice and conversation accordingly.
Celebrates moments appropriately and professionally in a thoughtful manner.
Provides personalized care to patients and families, and supports co-workers through life's challenges.

 DUTIES AND RESPONSIBILITIES

1. Job Function: - 20%
1 1.5 2 2.5 3

Act as system administrator for University of Cincinnati Medical Center’s and West Chester Hospital’s trauma registry software.
Maintain and upgrade software, maintain back-up system.
Maintain a collaborative relationship with the Trauma Registry vendor to ensure current technology in data collections.

2. Job Function: - 15%
1 1.5 2 2.5 3

Create mechanisms to export registry data for compliance with regional (Tri-State Trauma Coalition), state (State of Ohio Trauma
Registry), and national (National Trauma Data Bank/TQIP) trauma registries.
Collaborate with the region, state, and national registries.

3. Job Function: - 25%
1 1.5 2.0 2.5 3.0

Compile data and statistical reports as requested in a timely manner.
4. Job Function: - 20%

1 1.5 2 2.5 3

Perform data validation on all trauma registrars.
5. Job Function: - 15%

1 1.5 2 2.5 3

Provide ongoing education to the trauma registrar’s on ICD-9 CM codes and AIS codes.
Coordinate and monitor the orientation process of new hires, when applicable.

6. Job Function: - 5%
1.0 1.5 2.0 2.5 3.0

Other duties as assigned.
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PIPS/TPOPPC participation on a monthly basis.

 PHYSICAL DEMANDS

Review the physical demands and assign an overall average percentage of time this position performs these activities. These physical demands
will not be listed or rated on the annual performance appraisal.

1. Climbing: Ascending or descending stairs, ladders, ramps, etc, using feet and legs and /or hands and arms - 5%
2. Stooping: Bending body downward and forward by bending spine at the waist - 5%
3. Kneeling: Bending legs at knees to come to a rest on knee or knees - 0%
4. Reaching: Extending hand(s) and arm(s) in any direction - 5%
5. Standing: Remaining upright on the feet, particularly for sustained periods of time - 5%
6. Walking: Moving about on foot to accomplish tasks - 5%
7. Pushing 0-10 lbs: Use of upper extremities to press against something with steady force in order to move something forward,

downward or outward - 0%
8. Pushing 11-20 lbs: Use of upper extremities to press against something with steady force in order to move something forward,

downward or outward - 0%
9. Pushing 21-50 lbs: Use of upper extremities to press against something with steady force in order to move something forward,

downward or outward - 0%
10. Pushing 51 lbs or more: Use of upper extremities to press against something with steady force in order to move something forward,

downward or outward - 5%
11. Pulling: Use of upper extremities to exert force in order to drag, haul or tug objects in a sustained motion - 0%
12. Lifting 0-10 lbs: Raising objects from a lower to a higher position, or moving objects horizontally from position-to-position and

requires the use of upper extremities and back muscles - 0%
13. Lifting 11-20 lbs: Raising objects from a lower to a higher position, or moving objects horizontally from position-to-position and

requires the use of upper extremities and back muscles - 0%
14. Lifting 21-50 lbs: Raising objects from a lower to a higher position, or moving objects horizontally from position-to-position and

requires the use of upper extremities and back muscles - 0%
15. Lifting 51 lbs or more: Raising objects from a lower to a higher position, or moving objects horizontally from position-to-position and

requires the use of upper extremities and back muscles - 0%
16. Carrying 0-10 lbs: Holding and moving/transporting an object about - 0%
17. Carrying 11-20 lbs: Holding and moving/transporting an object about - 30%
18. Carrying 21-50 lbs: Holding and moving/transporting an object about - 0%
19. Carrying 51 lbs or more: Holding and moving/transporting an object about - 0%
20. Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole hand or arm, as in handling

- 25%
21. Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with skin, particularly that of (using)

fingertips - 0%
22. Talking: Expressing or exchanging ideas by means of the spoken word - must convey detailed or spoken instructions to others

accurately, loudly or quickly - 10%
23. Hearing: Perceiving the nature of sounds at normal speaking levels with or without correction, and having the ability to receive

detailed information through oral communication - 20%
24. Seeing: The process of perceiving objects by use of the eyes to perform an activity - visual acuity requirements include ability to

discern position of object(s), shape of object(s), color, depth perception or visual inspection - 25%

 ORGANIZATIONAL RELATIONSHIPS

IMMEDIATE SUPERVISOR’S TITLE
Trauma Program Manager

TOTAL NUMBER OF EMPLOYEES SUPERVISED BY THE EVALUATED POSITION
N/A

LIST JOB TITLES OF DIRECT REPORTS TO THE POSITION BEING EVALUATED
N/A

 FINANCIAL IMPACT AND RESPONSIBILITIES:

None

 EDUCATION:

Minimum Required: Associate's Degree in Associate's Degree

 LICENSE & CERTIFICATION:

RHIT and CSTR preferred

 YEARS OF EXPERIENCE:

Minimum Required: 1 - 2 Years equivalent experience.

 REQUIRED SKILLS AND KNOWLEDGE:

Must be thorough and detail oriented.
Must have strong computer knowledge and skill.
Must have strong background in anatomy, physiology and medical terminology

 WORK ENVIRONMENT:

While the position will work in a normal office environment, travel to the various hospitals and work locations will be necessary. Work hours
will vary from time to time depending upon the needs of the business. Regular and predictable on-site attendance is required for this position.

UC Health is committed to providing an inclusive, equitable and diverse place of employment.

 PERFORMANCE PLANNING

 

Strategic Goals:  Please insert an individual goal/action for at least one of the following UC Health strategic goals.  At least one
individual goal/action is required and will be part of your overall performance evaluation for FY19.

Example

dssheets
Highlight

dssheets
Highlight



Performance & Culture

Improve quality, safety, efficiency and patient outcomes.
Individual Goals/Actions N/A

Improve patient and employee experience.
Individual Goals/Actions N/A

Research & Education

Increase our clinical and translational research.
Individual Goals/Actions N/A

Improve the clinical learning environment
Individual Goals/Actions N/A

Growth & Access

Expand the delivery of complex care.
Individual Goals/Actions N/A

Community Health

Increase our support of local businesses.
Individual Goals/Actions N/A

Increase our volunteerism in the community
Individual Goals/Actions N/A

 Overall Rating Scale

 Score Scale

Exceptionally Effective 350001-450000

Effective 250001-350000

Less Than Effective 150000-250000

 DISCLAIMER

Your signature indicates that you have reviewed this Performance Appraisal, not necessarily that you agree with it.

Overall Performance Rating Score

Overall Performance Rating Score

Exceptionally Effective Effective Less than Effective (Contact HR)
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