WEST PARK HOSPITAL DISTRICT

CEDAR MOUNTAIN CENTER

JOB DESCRIPTION

JOB TITLE:  Unit Coordinator/VOS                                                                                       

REPORTS TO: Unit Coordinator II/Clinical Director
JOB SUMMARY:  The Unit Coordinator (UC) is responsible for managing and maintaining patient supervision in the absence of the counseling staff and for providing office duties as needed.  The UC position also is responsible for functioning as a VOS on a casual relief basis. (See VOS job description).  Casual relief UC’s will be expected to pre-schedule a minimum of two (2) shifts per month as a VOS.  Full time/Part time staff may be prescheduled two (2) shifts per month working as a VOS.  There will be mandatory VOS training for all Unit Coordinators. 

The Cedar Mountain Center (CMC) staff must be able to demonstrate the knowledge and skills necessary to provide care appropriate to the age of the patients served on his or her assigned unit.  The individual must demonstrate knowledge of the principles of growth and development over the life span and possess the ability to assess date reflective of the patient’s status and interpret the appropriate information needed to identify each patient’s requirement relative to his or her age-specific needs, and to provide the care needed as described in the unit’s policies and procedures.

AGES SPECIFIC TO CEDAR MOUNTAIN CENTER:

Adolescent/Teenager



14 years through 17 years

Young Adult




18 years through 34 years

Middle Adult




35 years through 50 years

Mature Adult




51 years through 69 years

Geriatric Adult



70 or more years

CULTURE/RELIGIOUS ASPECTS: Employee will care for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse cultural and/or religious backgrounds.

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS:

1. Maintain discipline on the inpatient unit and assure compliance with rules and regulations by patients.

2. Take and record blood pressure, temperature, and pulse of patients and record in chart when indicated and necessary.

3. Complete and record special observation procedures on all patients during first three days of treatment and on other patients as assigned.

4. Maintain security of the unit at all times.

5. Answer phone and give out proper information and/or take messages.

6. Escort patients to meals and other off-grounds activities.

7. Monitor patient behavior and chart all significant events.

8. Do shift report with staff person coming on duty.

9. Be familiar with and comply with all federal and state rules and regulations regarding confidentiality. 

10. Accompany patients on Saturday recreation activities.

11. Monitor visitation on Sunday by having visitors sign in and out and complete confidentiality forms.
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12. Supervise unit group activities and insure compliance.

13. Do all assigned filing and other office duties as assigned.

14. Act as VOS, Unit Coordinator duties take precedence when there is a conflict between person needing to be a Unit Coordinator and VOS at the same time.

SECONDARY FUNCTIONS:
1. Serve on designated committees as requested.

2. Attend meetings as requested

3. May be requested to perform other duties and responsibilities for which the individual is qualified.

EDUCATION:  High school graduate is preferred.

EXPERIENCE:  Prefer minimum of one year experience in patient care work and experience in secretarial work or related area.

SKILLS:  Interest in and understanding of the special needs of the addicted individual.  Written and verbal communication skills and interpersonal skills necessary.

WORKING CONDITIONS:  Works in a clean, well-lighted, heated and air-conditioned area.  Normal work schedule is an eight hour shift.  Since this is a shift position, it may require switching shifts from time to time.  Hours will likely involve weekends and holidays.
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PHYSICAL DEMANDS:  Standing, sitting, walking.  Lifting up to 50 pounds.  Some driving may be required.  May need to deal with crisis situations.

My job requires that I lift:     

                                            NEVER             OCCASIONALLY     FREQUENTLY       CONTINUOUSLY

	A.  Up to 10 lbs.
	
	X
	
	

	B.  11 - 24 lbs.
	
	X
	
	

	C.  25 - 34 lbs.
	
	X
	
	

	D.  35 - 50 lbs.
	
	X
	
	

	E.  51 - 74 lbs.
	X
	
	
	

	F.  75 -  100 lbs.
	X
	
	
	

	G. Above 100 lbs.

STATE WEIGHT
	X
	
	
	

	H.  STANDING
	
	
	X
	

	I.   WALKING
	
	
	X
	

	J.   SITTING
	
	
	
	X


Any lifting of 35# or more requires the use of an assistive device and/or physical assistance.

EXPOSURE CATEGORY
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1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

2. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

3. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.

AGREED TO:

____________________________


____________________________

Applicant/Employee Signature


Date

____________________________


____________________________

Department Head




Human Resources Office

Reviewed:  3/03, 11/03



Revised:  3/03, 11/03

