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Job Description
Job Title:  EMR Coordinator




FLSA Status:   Exempt   
Position Code







Effective Date:  06/22/2009


Summary:   EMR Coordinator participates in the analysis, design, implementation and support of electronic medical record system in the physician practice setting.


Key Job Elements:
1. Provides EMR training and problem solving skills to support physicians and staff in the clinical areas.
2. Develops and implements best practices for EMR utilization.

3. Audits EMR workflow, developing and implementing efficiencies in the system.
4. Participates in physician EMR documentation template and form development, design and testing that meet the evolving needs of the providers and end-users.
5. Participates in the testing of new versions/upgrades of EMR and develops training needs prior to roll out.
6. Assist in the design of reports. Works with end users to define report requirements and work with IMS to ensure reports meet design and quality standards.

7. Keeps all EMR users aware of system or support issues.

8. Serves as a resource person and liaison between IMS and the Department of Internal Medicine.
Job Requirements (Knowledge, Skills and Abilities): 

1. Knowledge:
a) 2+ years Electronic Medical Record experience required

b) Clinical background and experience required, RN preferred.
c) 3+ years experience in a medical practice setting
d) Experience in training and support of computer applications in a health care environment a plus.
2. Skills: 
a) Broad clinical background. 
b) Strong computer skills 
c) Strong verbal, written and interpersonal communication skills. 

d)  Detailed oriented with excellent problem solving skills.  

3. Abilities: 
a) Ability to develop and maintain productive working relationship with physicians, mid-level providers and clinical office staff.
b) Ability to work without close supervision and to set own priorities.
c) Ability to manage multiple tasks and successfully meet deadlines.


Reports To:
Director, Clinical Operations

Supervises:  
None

Interacts With:  Director, Clinical Operations and all levels of practice


Environment:   The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions. The term "qualified individual with a disability" means an individual with a disability who, with or without reasonable accommodation, can perform the essential functions of the position.
While performing the duties of this job, the employee is regularly required to communicate professionally in person, over the telephone, through email and other electronic means, move about the office, and visually or otherwise identify, observe and assess. The employee is occasionally required to lift up to 10 pounds unless otherwise specified in the job description. Must be able to drive between facilities. 

Notice 
The intent of this job description is to provide a representative and level of the types of duties and responsibilities that will be required of positions given this title and shall not be construed as a declaration of the total of the specific duties and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those specifically presented in this description. 
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