CAPE REGIONAL MEDICAL CENTER

JOB DESCRIPTION

	POSITION TITLE: Sterile Processing Coordinator
	DEPARTMENT: Central Sterile Processing

	REPORTS TO: Manager, Central Sterile Processing
	

	DATE: 8/23/2016
	REVISED:


	JOB DUTY #
	DESCRIPTION OF JOB DUTY
	RELATIVE RATE

	1
	Guides and directs sterile processing staff regarding proper sterilization techniques and use of equipment
	20%

	2
	Maintains up-to-date knowledge of sterile processing procedures, products and equipment used in a surgical setting (i.e., AAMI Guidelines).
	10%

	3
	Interviews, orients, assigns work schedules, evaluates and disciplines (in coordination with Manager) directly-reporting sterile processing personnel to manage performance.  
	10%

	4
	Utilizing sterile processing technician(s) and/or OR technician staff (in concert with OR lead or DOSS), ensures Facility sterile processing staff needs are adequately covered.
	10%

	5
	Maintains familiarity with regulatory agency requirements (i.e. CMS,  Joint Commission and OSHA) regarding sterile processing, employee safety and infection control.  Assesses the environment on an ongoing basis and makes recommendations to ensure optimal safety and departmental compliance
	5%

	6
	Identifies departmental operational needs, monitors equipment maintenance and manages appropriate level of equipment and supplies associated with sterilization processes.
	5%

	7
	Maintains the department’s productivity and quality assurance reports.  


	2%

	8
	Maintains all department’s IFU to make sure they are current and up to date.  
	2%

	9
	Maintains inventory levels and accurate records. Performs weekly inspections of wrapped sterilized items so as to assure
	5%

	10
	Follows proper procedure for handling hazardous waste materials.
	5%

	11
	Acts as a liason with the Operating Room staff and leadership regarding    

Instrumentation and supply.
	10%

	12
	Attends staff meetings and participates in required training.
	1%

	13
	Appropriate Recordkeeping and Data/Inventory Maintenance for Department; 
       Places items in correct location.

 Maintains adequate inventory of supplies for the sterile processing area.

 Maintains and updates the instrument tray count sheets.

 Maintains the instrument processing area in an organized manner.

 Maintains recordkeeping and inventory of instrumentation for repair

 Conducts Monthly QA of technician prep and handling;

 Maintains recordkeeping for inventory and supply, reports, etc.


	15%

	
	
	


EXPERIENCE:

	· Demonstrated understanding of sterilization principles required

	· Experience in central processing functions required

	· Central Sterile Processing Certification required

	· Previous Coordinator/Lead experience (preferably in a healthcare setting)

	· Ability to effectively interact and communicate with a variety of healthcare professionals


EDUCATION REQUIREMENTS:

	DEGREE(S): High School Diploma, Some College Preferred

	LICENSE(S):

	CERTIFICATION(S): Sterile Processing Technician 
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