	Patient Flow Coordinator Job Description



	Position Description
The ED flow coordinator position is responsible for the overall movement of patients through the ED in a safe and efficient manner.  This position will coordinate all patient care activities and be a liaison with the ED attending to ensure that care can be delivered in an efficient and safe manner.  The ED flow coordinator appropriately delegates the workload and is a role model for teamwork, leadership and professionalism in the ED.

Job Function: Patient Flow 

· Has authority to direct all of the team members regarding prioritization and patient flow.
· Becomes a single point person for the MDs, minimizing their interruptions and facilitating communication with all other providers.
· Assigns patients to teams and rooms.
· Monitors room availability and turnover.
· Assures that orders, collections and procedures are coordinated.
· Notifies the MD and other providers when a patient is ready for a disposition.
· Is a liaison with other departments and checks on delays in all sub-processes, including lab, imaging, pharmacy and consults.
· Coordinates admissions and transfers.
· Monitors tracking board, oversees use of tracking board by caregivers, and keeps data current.
· Maintains the ED teams (East and West team, Fast Track) and encourages members of the teams to abide by team guidelines.

· Sets priorities for patient placement by setting priorities for ED admits, obtaining patient arrival times for direct admits, and communicating with Patient Care Supervisor on ongoing basis as unit situation changes.

· Serves as a resource for float staff working in the ED




	Patient Flow Coordinator Job Description  (continued)


	Job Function: Staffing

· Assures proper placement of patients in units by attending bed control with accurate information including current admits in ED, potential admissions, staffing needs/status, and number of “borders”.
· Assures suitable nursing skills for the next shift by reviewing list of available staff, identifying gaps in skill availability (such as trauma charge nurse, triage nurse), and contacting the RTU or CSO for staffing needs.
· Assigns RNS to patients.
· Reassigns trauma nurses patients to ensure continuity of care
· Provides no direct clinical intervention to patients, but provides clinical consultation to all caregivers.
· Is responsible for approving staffing and schedule changes for techs and nurses
· Implements protocols for increased patient census such as asking for assistance from RTU, administrative staff, or from the staffing office.
· Assigns lunches to staff members in the ED to ensure that staff has time to eat.
· Adjusts staff according to ED staffing protocols
Job Function:  Quality Management

· Counts narcotics at the beginning of each shift to ensure that all narcotics are appropriately signed for and waste is appropriately documented.
· Reports status of patient flow processes and team performance to QA and ED committee, and contributes to problem resolution and modification of processes as necessary.
· Is accountable for defined quality measures including patient wait times in the ED.
· Holds staff nurses and MDs accountable for defined quality measures for patient wait times.
Job Function: Leadership and teamwork

· Addresses and resolves problems during his/her shift.
· Motivates others to best performance by recognizing achievement, mentoring others, and managing sub-standard work behaviors to ensure staff development.

· Mentors a group of ED staff and does trimester and yearly evaluations of this staff.  Provides feedback and support to this group and serves as a role model.
· Mediates conflicts between families and staff, physicians and staff, and other departments (lab, ES, etc) by using hospital and unit policies and procedures, to ensure customer satisfaction.

· Leads by example by modeling professional behaviors in solving problems, and customer service. Encourages and practices open communication among all staff members.

· Attends a yearly leadership workshop.

· Enforces team guidelines during his/her shift.

· Provides assistance to the RTU staff by delegating ED staff to help as needed.



	Minimum Qualifications:  Must be an RN in the ED for a minimum of two years.  Must have completed Trauma Module requirements as well as all other orientation requirements, including BLS, PALS, TNCC, and ENPC. Must have demonstrated appropriate clinical knowledge to evaluate and prioritize patient flow issues.  Must have demonstrated excellent leadership, communication, and problem-solving skills, ability to set priorities, works and a team member and delegation abilities.
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