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Caregiver Job Profile
	job title:
	Intern/Volunteer Care Management Program
	job code:
	

	department name:
	
	department #:
	Quality

	reports to:
	Susan Vaughan/Nicole DeCicco
	flsa status:
	Volunteer


	JOB SUMMARY

	Responsible for supporting Care Management RN in activities that support patient’s currently on Care Management panel and/or activities that support development of the program in whole.  Selects projects, along with RN Care Manager, and prioritizes completion of the projects based on urgency of need, volunteer/interns interests and/or qualifications/background.  Activities may include managing patient lists of utilization review records, community resource management, organizing documents, creating resource lists, producing documents for patient care, drafting templates, creating patient care plans, researching patient-specific resources, scheduling RN CM appointments, etc.

Interacts with a wide variety of customers; Exemplifies the PeaceHealth core values of Compassion, Excellence, Integrity, Teamwork, Safety and Respect.
Minumum commitment: 6 months or 40 hours.


	ESSENTIAL FUNCTIONS

	1.
	Prioritizes projects and tasks in a sensible and realistic timeline for completion.


	2.
	Organizes documents and information in a systemic format that can easily be followed by patient care team.


	3.
	Proficient in Microsoft Outlook, Excel, Word and applies as appropriate to Care Management program and projects. (Prefered)

	4.
	Extracts data for analysis and interpretation.


	5.
	Relays information in a timely fashion to RN Care Manager as appropriate.


	

	6.
	Applys knowledge from discipline (i.e. nursing, social work, community health, etc.) as appropriate to Care Management program to better meet patient’s needs and address barriers to care.


	7.
	Creates goals for completion of projects and follows timeline in order to complete projects within duration of volunteer’s commitment to program.

	8.
	Assists in developing and utilizing data gathering tools, such as surveys/questionnaires, utilization review lists, and/or patient  interview questions, to ensure that appropriate data is gathered and relayed to Care Management RN and/or program coordinator.


	9.
	Adhears to all organizational policies and workflows after initial training.

	
	


	QUALIFICATIONS

	education:
	· Currently enrolled in a bachelor’s or master’s level program in health, business, or related field preferred but not required.  Volunteer position may be flexible according to candidates experience, education and interests.

	license/certification:
	None

	prefered other skills:
	· Superior ability to synthesize complex concepts in both written and oral forms. 

· Keen attention to detail including outstanding grammatical skills. 

· Ability to learn and apply knowledge quickly. 

· Excellent internet research skills. 
· Knowledge of Social Media and how it might apply/impact healthcare setting.
· Intermediate skills with Microsoft Word, Excel, PowerPoint, Access and Outlook.

· Ability to learn, understand and utilize new software rapidly. 

· Superior interpersonal skills and capability to work successfully in a collaborative environment. 

· Proven commitment to academic and/or professional excellence. 

· Demonstrated ability to identify issues and propose methodological solutions
· Beginning level understanding of the healthcare industry policy and operations. 

· Demonstrated ability for creativity, critical thinking.


	
	


	REGION/LOCATION SPECIFIC NOTES

	


At PeaceHealth, we carry on the healing mission of Jesus Christ by promoting personal and community health, relieving pain and suffering, and treating each person in a loving and caring way. The fulfillment of this Mission is our shared purpose. It drives all that we are and all that we do. Employees of PeaceHealth embrace the spirit of these words and share our commitment to Exceptional Medicine and Compassionate Care, and are willing to learn and grow as a member of the PeaceHealth family. 
DISCLAIMER:

The above information on this description has been designed to indicate the general nature and level of work performed within this job class.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job.
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