The Meth-Wick Community

Job Description

ADMISSIONS COORDINATOR/INFECTION PREVENTIONIST- HEALTH SERVICES
JOB SUMMARY:
This position will be responsible for all admissions into Health Services facilities. The Admissions Coordinator will conduct tours, collect all necessary information, and coordinate all aspects of admission into The Woodlands. The Admissions Coordinator will follow all skilled residents until discharge from skilled care. The position of the Infection Preventionist (IP) is to conduct infection prevention and control activities as a result of education, training and experience. The IP is a Registered Nurse and has attended the Statewide Program for Infection Prevention and Control for Long Term Care. 
ACCOUNTABILITY: Reports to the Administrator 
QUALIFICATIONS:  Bachelor’s Degree in Nursing with some marketing experience in health care, long-term care, or retirement living.   Experience with nursing facility or hospital admissions preferred.  Successful candidates will possess excellent verbal and written communication skills, as well as strong organizational and interpersonal skills. 

PHYSICAL AND MENTAL REQUIREMENTS:

· Must possess sufficient vision and hearing abilities to ensure adequate functioning to meet job requirement.

· Comprehend verbal and written instructions.

· Ability to write legibly in resident’s charts.

· Bending and stooping as required to obtain files and other records.

· The ability to move throughout campus.

· The ability to lift 10 pounds.

WORKING CONDITIONS:

· Potential exposure to body fluids, infection, odors, chemicals and cleaning solutions.

· Potential exposure to aberrant behavior of residents.

ESSENTIAL JOB FUNCTIONS:

The Admissions Coordinator will:
· Coordinate and complete direct admission to The Woodlands including contacts with area hospitals, as well as giving tours to prospective residents and family members.

· Complete Woodlands contacts and application forms with resident and/or family members, if assistance is needed.

· Gather information about insurance benefits and be the primary contact for insurance information for Health Services residents. 
· Prepare and complete with responsible party and/or resident all admission paperwork and enter initial information into EHR system.
· Follow SNF residents, providing information for utilization review, throughout the SNF stay.

· Member of Quality Assurance Team and QAPI.

· Member of the Level of Care Committee.
· Advise residents upon entering The Woodlands of their rights regarding Advance Directives.

· For residents returning to community, assisting with discharge planning.
The Infection Preventionist will:

· Observe, collect, analyze and provide infection data and trends in nursing staff and healthcare practitioners.

· Map infections.
· Consult with staff on infection risk assessment, prevention, and control strategies with adequate documentation.
· Develop and present educational programs for employee orientation, in-services and annual updates;
· Implement evidence-based infection control practices including those mandated by regulatory and licensing agencies. 

· Attend the quarterly Quality Assurance meeting and provide updated reports at these meetings.
Responsibilities for Custom Care, Respite and Arbor Place.

· Arrange for the social worker to visit potential residents for the purpose of evaluating appropriateness for placement, assessments, and creation of service plan. 
· Maintain contact with residents and family members throughout admission process then transition them to social worker.
· Assist with discharge planning for respite residents when the move is to another part of Health Services.

· Be a member of the AL Team, maintaining close contact and communication with the nurse supervisor and social worker in each area.
Other duties:

· Act as the secondary contact for long-term care insurance providers. The primary contact is the Social Worker. 
· Act as a primary source of information on insurance for residents and staff.

· Maintain and safeguard entrusted confidential information.
· Perform all functions within the tenets of Meth-Wick’s Code of Conduct.

· Report to supervisor any suspected breach of Corporate Compliance or HIPAA requirements.

· Support and be loyal to the organization and Mission Statement.
· Be flexible, receptive and adaptable to change.
· Be able to relate to staff, residents and families in an empathic and professional manner.
· Rotating on-call duties with leadership team required.
· Able to provide nursing coverage on households if necessary
· Other duties as assigned by Meth-Wick management.

