United Methodist Homes

Job Description
Job Title: Staff Development Education Assistant 
Department: In-service Education
Reports To: RN Staff Development Coordinator/Employee Health
FLSA Status: Non-Exempt 
SUMMARY:   The Staff Development Education Assistant is responsible for assisting the RN Staff Development Coordinator with education needs for the campus as directed by the RN Staff Development Coordinator.   
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned: 

· Assist with the clerical responsibilities for the RN Staff Development Coordinator/Employee Health role, which include but are not limited to, assigning and tracking education modules in the on-line education system, Employee Health record keeping, live education tracking and other clerical duties as assigned. 

· Assists staff in learning center with their on-line education system login and passwords.

· Present prepared education to staff members both in a classroom and unit-based setting as allowed by scope of practice.

· Assist Employee Health with vaccination administration as allowed by scope of practice, including recording keeping and coordination of other campus health events.   
· Ensures proper maintenance of certification records. 

· Assists with scheduling classes according to recruitment needs, as directed by the RN Staff Development Coordinator/Employee Health. 

· Assist in monitoring staff education requirements for regulatory compliance. 

· Must understand and follow all HIPAA Guidelines.
· Follows scope of practice guidelines. 

· Completes competency evaluations for clinical staff within scope of practice.  

· Assists in scheduling competency evaluations for all non-clinical staff as required. 

· Performs other duties as assigned.

SUPERVISORY RESPONSIBILITIES:  None
QUALIFICATIONS:   To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. 

EDUCATION and/or EXPERIENCE:   Graduation from High School. Prefer two years’ experience in long-term care, adult care facility, or senior living and have knowledge of long-term care regulations.  Proficiency with Microsoft Word, Excel, PowerPoint and general computer skills.
LANGUAGE SKILLS:  Must have the ability to communicate in English both orally and in writing so as to complete required documentation, and must respect the principles of Resident Rights, confidentiality, EEO and ADA. 
MATHEMATICAL SKILLS: Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. 
REASONING ABILITY:   Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form. Ability to deal with problems involving several variables in standardized situations. 

CERTIFICATES, LICENSES, REGISTRATIONS:   If licensed as Licensed Practical Nurse or Registered Nurse in the State of New York or Pennsylvania individual must maintain licensure based on campus of employment. 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is frequently required to talk or hear. The employee is required to stand; walk; sit; use hands to finger, handle or feel; reach with hands and arms; and smell. The employee is occasionally required to lift up to 50 pounds and to push or pull up to 150 pounds. Specific vision abilities required by this job include close vision, distance vision, depth perception, and ability to adjust focus. 

WORK ENVIRONMENT:   The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. The noise level in the work environment is usually quiet to moderate. 

Acknowledgement:  I have read this job description and fully understand the requirements of the position.  I accept this position and agree to perform the identified essential functions in a safe manner and in accordance with the facility’s established procedures.

Employee Signature: _________________________________

Date: ______________________________________________
