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EMS Agency
The Job Description for an Operations Coordinator
       	For this position, the company is looking to hire a visionary operations coordinator to oversee the company's operational processes and to ensure there is a superb customer experience within the agency. The operations coordinator will optimize the company's operating capabilities. He/she shall employ appropriate strategies to maximize customer satisfaction as well as manage marketing initiatives. The operations coordinator will assist in compiling the company's budget and employ relevant strategies to safeguard assets and stock as advised by experts (Kumar & Kumar, 2019). He/she will compile financial reports and oversee all financial policies and procedures. 
To ensure success, the candidate should have a clear understanding of the company's core values and organizational culture. The desired candidates shall be exemplary leaders, with superb business knowledge and sound knowledge of business strategies.
      	The operations coordinator; shall be Working together with key company employees to compile the company's budget. He/she shall be responsible for spearheading strategies to propel the company's future in a desirable direction. 
He/she shall be driving the company's operational capabilities to exceed customer satisfaction, customer retention, and attainment of all company goals.
He/she shall be controlling all company costs and introducing creative initiatives to address all risks and possible losses. He/she shall be Monitoring invoices handling all financial procedures, banks, and accounting processes.
He/she shall be preparing timely and accurate financial progress reports.
Shall be Overseeing the company's marketing activities and implementing practical business processes He/she shall be Delegating responsibilities to ensure staff members perform their expected roles He/she shall be Employing various tactics to coach employees to grow their skills.  He/she shall be Completing performance reviews accordingly.
As for the  educational requirements, the operations coordinator should at least have a
Bachelor's degree in Business Administration. He/she should have Five years of experience managing standard human resources, finances, operations, and strategies.
She/He should have a proven track record and an outstanding performance in a previous standard company.
He/she should have a proven track record of managing complex company budgets effectively.
He/she should have demonstrated experience in ethical leadership.
He/she should have outstanding verbal and written skills and experience of working with the staff at all levels.
[bookmark: _GoBack]The Quality Assurance Coordinator Position
The position needs an experienced Quality Coordinator to oversee all aspects of quality management. The Quality Coordinator's responsibilities shall include inspecting materials, processes, and products. He/she shall be ensuring compliance with new and existing quality standards and regulations. He/she shall be implementing quality management activities and contribute to the development of the company policies and procedures. The Quality Coordinator shall provide quality support to all projects from the planning phase to project completion. A Quality Coordinator should ensure all materials, processes, and procedures meet regulatory and quality standards (Johnston et al., 2019).
He/she should promptly resolve any discrepancies that may arise regarding the quality of goods.
The Quality Coordinator Responsibilities:
Shall be Ensuring compliance with existing company regulations.
Shall be Monitoring and reporting all activities, processes, and procedures.
Shall be Developing internal auditing tools and conducting internal audits and reports.
Shall be Determining data-driven solutions for implementing quality improvement plans.
Shall be Performing regular inspections and conducting reviews to ensure employees adhere to the required quality and safety policies.
Shall be Assisting with the development of the company policies, processes, and procedures.
Shall include Providing different departments with quality planning and support.
Shall be Conducting and assisting with regulation and quality training sessions.
Shall be Preparing and maintaining quality management documentation.
The Quality Coordinator Requirements include:
Holding a bachelor's degree in a related field.
Having the ASQ certification.
Having at least two or more years of experience working with quality systems.
Having Proficiency in Microsoft Office and a good knowledge of quality management systems.
Having Excellent communication, interpersonal, and public speaking skills.
Having Excellent decision-making and problem-solving skills.
Possessing Strong organizational skills.
The roles and duties of a quality assurance cordinator shall include;
Conducting Statistical Sampling, Conducting Employee Training, and testing the validity of the company's systems. 
The Quality Improvement Coordinator Position
The position requires candidates who shall competently ensure all employees within their organization comply with care standards and quality key performance indicators.
 He/she shall work with a quality improvement committee. 
 He/she shall be reporting to the medical director.
He/she shall investigate complaints and implement corrective action plans if the need arises.
The job requires a bachelor's minimum of a bachelor's degree in nursing and at least five years of nursing experience in a hospital or clinical setting.
The Quality Improvement coordinator Key duties: shall be working with hospital or clinic medical directors to develop, maintain, and implement plans to achieve quality improvement strategies.
He/she shall supervise the nursing staff and ensure that staff members conform to government regulations and institutional policies.
He/she shall be investigating any claims against the organization, including malpractice and failure to adhere to the recommended safety and institutional quality standards.
The Coordinator shall oversee and monitor a structured quality improvement program and set performance improvement targets across the company (Johnston et al., 2019). 
The coordinator must use nursing experience and education to manage staff and data collection, analysis, and measurement skills to set key performance indicators and measure progress.
He/she shall prepare written reports, assemble data, and develop charts and graphs representing vital performance indicators for the company.
The preferred skills for the quality improvement coordinator are
Project management skills, the knowledge of continuous improvement principles and the ability to understand and use analytical skills 
Technology skills, including familiarity with health care management software and basic spreadsheet, word processing, and database software and systems, are crucial. The quality improvement coordinator should be a registered nurse and have at least five years of nursing and management experience.
The Coordinator must also have excellent time management, team-building, and facilitation skills. Self-motivation, self-direction, as well as excellent leadership skills, are preferred.
Oral and written communication skills are also required.
As for Education Requirements, the quality improvement coordinator should have a bachelor's degree in nursing or health sciences administration or health information management. Alternatively, a bachelor's degree in nursing could be relevant.
A Master's degrees in healthcare administration or nursing specialties are also desirable. 
The roles and responsibilities shall include:
Identifying training needs and mapping out learning and development plans for individual employees and the company in general. 
He/she shall be developing a  training curriculum and facilitate training sessions.
 He/she shall analyze training progress and suggest additional appropriate training packages.  
Education and Training Coordinator Job Description
Education and Training Coordinator responsibilities shall include;
Creating a training schedule that consists of all areas of practice,
Building rapport with trainees and encourage them to develop trust in one another 
Training new employees on organizational  policies and procedures
Organizing  training sessions with the company's clients 
Conducting Research and evaluating training software programs to automate the administrative functions of the different company departments 
According to Johnston et al. (2019), he/she shall be ordering appropriate training supplies and materials 
Logistics Chief Job Description
     The company is searching for a professional, self-motivated individual to fill the role of Logistics chief. He/she will schedule all inbound/outbound shipments, 
He/she shall provide leadership to the company's warehouse team and strive to keep transportation costs low (Gossman et al., 2017).
The logistics chief shall also be responsible for prioritizing tasks to meet expected shipping dates and maintain an accurate inventory.
 Previous warehouse leadership experience in a busy environment is preferred 
The Logistics Manager Responsibilities and duties shall be managing an accurate inventory of warehouse materials
Scheduling and tracking inbound and outgoing shipments
Recruiting and training of warehouse personnel
Ensuring materials are delivered to sites in a timely manner as per clients' desires
Assessing and recommending ideal shipping methods, routes and carriers to meet all appropriate parameters, specifications, and costs 
Negotiating rates with carriers
Maintaining customer service logs and safety records
The Logistics chief's qualifications and skills
Are: at least a Bachelor's Degree in Business Administration or related field
Two or more years' field logistics experience
A Demonstrated understanding of consumer goods industry
Time management skills, Excellent verbal and written communication skills
Proficiency in MS Office and inventory management software. 
Media policy for the EMS Agency
All the information on what the company does shall be shared with the press. Media inquiries shall also be responded to by the public relations manager, who shall be hired to manage the company's media relations specifically. The manager shall, together with the public relations committee, dedicated decide how best to respond to all media inquiries while maintaining the privacy of the company. Any information that could be used against the company shall not be shared with the press as Plotnick, and Hiltz, (2016) advice. 
The company's social media accounts shall be used effectively for the betterment of the organization and the community.  
The company's social media sites like Facebook, Twitter, YouTube, and LinkedIn, as well as the agency website, shall be used to provides information and as a means to interact with the public.
The guidelines for the staff use of social media shall bar them from the use of personal laptops, tablets or smartphones while on duty, 
The staff shall not use the agency property unless it is for agency-related business.
The dissemination of agency-related or patient information on staff's social media sites, which could violate confidentiality laws and agency policies, shall be illegal. 
Discussing co-workers, or posting photos or videos of co-workers, 
Discussing patients, or posting photos or videos of patients shall also be illegal. 
The Behavioral Standards Policy
 The employees shall be aware that the way a provider represents him or herself on a social website can easily be misperceived to be representing the views of the agency. They must, therefore, carry themselves in high regard to protect the image of the agency.
The EMS educators shall be subject to the law of professional ethics and subject to the regulations of the agency at which they work. All employees should recognize their responsibility to serve others and not be limited to the pursuit of self-interests. 
The moral integrity and staff dedication to the welfare of others are paramount. Sexual harassment shall constitute a severe offense in the agency. Culprits shall be charged in a court of law besides being fired. This is necessary to ensure all employee rights are respected. The employees shall also be allowed to be airing their opinions and complaints directly to the management team. There shall also be an official dress code, and each employee must adhere to it. Professional language must be used in the conduct of all the agency's activities. Employees shall be encouraged to learn from one another and build each other's skills and expertise.  All employees and the agency's clients shall be treated with impartiality. Equality of all people shall be guaranteed without subjecting them to racial bias, as Brick and Lai (2018) advice. People with special needs shall also be treated with respect and allowed to work in the agency.
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