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NORMAL WORKING HOURS {Explain unusual or rotating shift):
FROM: TO:
JOB DESCRIFTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
Coordinates and manages implementation of the EMS Incident Re- Knowledge of: emergency medical ser-
50% { porting System (EMSIRS) and Ohio Trauma Registry (OTR): Col- vices Or frauma registry; agency policy
lects, receives and reviews medical record data submitted to EMSIRS | & procedures (EMS & trauma report-
and OTR; Performs EMSIRS and OTR data and record management ing, data management, data release,
to maintain the timeliness, quality, accuracy, integrity and confidenti- | confidentiality); interpretation of data
ality of all medical records; Develops data quality assurance plans and { from medical records; medical termi-
policies in order to maintain the quality, accuracy, integrity and confi- [ nology, anatomy/physiology, and dis-
dentiality of all records; Works closely with management, technical €ase process.
staff and data owners to enhance the data capture, submission and Skills in: medical record creation and/or
w overall quality of the data; Serves as liaison between EMS Division management; database (Access, Crystal
= and all entities required to submit data; Provides technical assistance Reports), and spreadsheet (Excel).
EI' in data collection and abstraction, Ability to: define problems, collect data
9 establish facts and draw conclusions,
Assists in obtaining data owner participation in EMSIRS and OTR Knowledge of: emergency medical ser-
40% | through outreach: Serves as administrative contact for EMSIRS and vices or trauma registry; agency policy
OTR; Communicates benefits of EMISIRS and OTR through tele- & procedures (EMS & trauma report-
phone, e-mail and/or site visits; Oversees and participates in training ing, data management, data release,
for users of EMSIRS and OTR; Assists in coordination of EMSIRS confidentiality); interpretation of data
and OTR advisory committee meetings; Represents and promotes the | from medical records.
program at public and professional gatherings; Drafts/prepares presen- | Skills in: medical record creation and/or
tations and articles (e.g., newsletters, web-pages). management; database (Access, Crystal
Reports), spreadshect (Excel), and
graphics {(PowerPoint).
Ability to: handle sensitive inquiries
from and contacts with officials, stake-
holders and general public; prepare
concise & meaningful reports; cooper-
u ate with coworkers on group projects.
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10%

JOB TITLE

JOB CODE

Assists in investigation and analysis of dafa pertaining to emergency
medical services, trauma care and the statewide trauma system in
Ohio: Retrieves data for research purposes; Analyzes the data collect-
ed in EMSIRS and OTR (e.g., generates tabulations of illness and inju-
ry circumstances); Prepares descriptive data and informational reports

for stakeholders.

Knowledge of: emergency medical ser-
vices Or trauma regisiry; interpretation
of data from medical records; medical
terminology, anatomy/physiology, and
disease process.

Skills in: database (Access, Crystal Re-
ports), spreadsheet (Excel), and
graphics (PowerPoint).

Ability to: use proper research methods
in gathering data; prepare concise &
meaningful reports; cooperate with
coworkers on group projects; handle
sensitive inquiries from and contacts
with officials, stakeholders and general
public.
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