Kids First of Florida, Inc.

Job Posting
	Job Title: QA Coordinator
	Department/Program: Administration/QA


	Reporting to:       QA Supervisor
	Date: October, 2007; 4/08; 9/09; 7/10; 6/1; 8/13; 5/14; 3/21; 4/22

	Job Summary:

	Responsible for coordinating/performing activities related to quality assurance and quality improvement and records for the agency. 

	Minimum Qualifications:

	Education
	Bachelor’s degree in counseling, social work, or related field from an accredited college or university.  Master’s degree preferred

	Experience/Skills
	1-year related experience in child welfare services

1-year experience in Child and Family Services Reviews preferred      

· Computer skills proficiency in word processing and spreadsheet software

· Strong organizational and communication skills

· Detail oriented with strong writing skills

	Licensure, Certification
	CP Certification preferred, but not required.  Level 2 background screening, responsible driving record; proof of insurance

	Supervision Exercised
	None

	Primary Job Functions

	· Completes quality assurance (QA) case reviews, including record review and participant interviews

· Travel primarily locally to complete participant interviews 

· Coordinates/provides assistance with quality assurance/quality improvement 
(QI) activities throughout the agency

· Provides case consultation with staff as requested by the supervisor

· Provides staff training on QA and QI 
· Compiles data for and/or completes reports related to QA/QI activities and subcontracts 

· Serves as a point of contact between providers and the agency 

· Tracks incident reports

· Assists in setting up and maintaining client files, both open and closed

· Assists in filing and retrieving client documentation, within client active and inactive files, accurately and in a timely manner
· Assists in maintaining closed file system
· Assists with the processing of requests for information from client files/records
· Maintains tracking spreadsheets in Excel
· General office duties, including utilizing Microsoft Office


	Periodic Job Functions

	· Completes required reports such as leave, attendance, travel, etc. 

· Completes other reports and duties as assigned


	PHYSICAL REQUIREMENTS:  (R=Required  P=Preferred)
Sitting  _R__ Standing  _R__  Walking  _P__   Lifting  _P___   Carrying __P_   

Kneeling  ____  Pushing/Pulling  ____   Bending/Stooping  ____  Climbing  ____   Reaching  _P__  Crawling/Crouching  ____ Grasping  ____  Turning  ____  Repetitive Motions  ____  Color Recognition  ____  Depth Perception  ____  Reading  __R__  Hearing  __R__  Other (describe) ____

	HAZARDS:  (X=Potential Exposure)
Proximity to moving mechanical parts  __X__ Electrical current  __X__ 

Toxic or caustic chemicals  ____  Radiation  ____ Biohazards (airborne or contact)  ____  Housekeeping and/or cleaning agents  ____  Flammable, explosive gases  ____ Human-borne pathogens  ____ Other: Client Home Visitation __X__

	SKILL REQUIREMENTS:  (R=Required  P=Preferred)
Drive motor vehicle _R__ Prepare food ____ Lift __P__ (State weight <50 lbs Typing/Keyboard __R__  Word processing software __R__  Data base software __R__  Spreadsheet software __R__  Other software ____  Calculator __R__  Operate office machines __R__ (Fax, Copier) Verbal communication (including telephone) __R__  Written communication (including composition) __R__  Public speaking/group presentations  __R__  Team-oriented and collaborative interpersonal relationships __R__  Respectful client relationships __R__  Client assessment and evaluation __R_  Retrieve and compile information __R__  Verify data __R__  Maintain records __R__ Organize and prioritize information _R___  Analyze and interpret information __R__  Investigate, evaluate and recommend action  __R__  Basic mathematical concepts (add, subtract, multiply, divide) __R__  Advanced mathematical concepts (fractions, decimals, ratios, percentages, graphs) __P__  Abstract mathematical concepts (interpolation, inference, frequency, reliability, formulas, equations, statistics) __P_  Reasoning and logic __P__  Sensitivity to service population’s cultural and socioeconomic characteristics   R    Leadership/Supervisory ____  Other (describe) ____
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