
JOB DESCRIPTION 
 

 

 
Under the direction of the Chief Medical Officer (CMO), the Quality Improvement Coordinator plays an essential 
role for managing the development, coordination, implementation and evaluation of quality improvement, 
analytics, patient safety and process improvement throughout SFCHC.    
 
The Quality Improvement Coordinator will provide the leadership necessary to achieve national best practice 
performance levels in quality and patient safety while guiding staff on how to implement and monitor evidence 
based quality and process improvement practices.  
 
The Quality Improvement Coordinator provides education and guidance in quality management measures for 
the agency and assists in ensuring compliance with regulatory and accrediting organizations such as HRSA, 
health plans, IPAs, and the State of California.  
 
In collaboration with all SFCHC departments, provides ongoing leadership on quality issues including, but not 
limited to: Coordinating projects and activities for patient safety, performance improvement projects; Provide 
expertise in study design, data collection, aggregation and display of data for all quality activities and initiatives; 
Implements, and measures outcomes of QI and QA projects, including those involving patient safety, , and 
SFCHC key benchmarking efforts;  Performs quality improvement activities in accordance with HRSA 
accreditation standards, regulatory requirements, and organizational quality improvement; Acts as a resource 
for the collection, analysis and interpretation of quality data; Manages quality dashboards.   
 
CORE JOB RESPONSIBILITIES: 
 
Quality Coordination 

 In conjunction with the CMO, assists with developing and implementing the organization’s quality 
improvement plan in accordance with the mission and strategic goals of the organization, federal and 
state laws and regulations, and accreditation standards based on SFCHC’s needs. 

 Facilitate Quality Improvement Committee: Develop meeting agendas and facilitate meetings, and 
advise and assure that quality improvement ideas are carried out and evaluated. 

 Develops, assists with, and monitors systems, and procedures for the identification, collection, and 
analysis of the performance of quality measurement data. 

 Responsible for maintaining quality management documents, case files and correspondence in an 
organized, confidential and secure manner.  

 Educates and trains staff as to the quality improvement plan, and their respective responsibilities in 
carrying out the quality improvement program. 

POSITION TITLE: Quality Improvement Coordinator  

DEPARTMENT: Clinical 

REPORTS TO: Chief Medical Officer 

Date Created 12.21.17 
Date 
Revised: 

1.17.18 

POSITION SUMMARY: 



 In partnership with CMO, leads and facilitates the Board’s Quality Assurance/Quality Improvement 
Committee meetings and completes any quality-related projects set forth by the committee.    

 Analyzes patient, staff and stakeholder survey data and identifies plans for quality improvement as well 
as review patient experience and incident reports, patient complaints and grievances and report on 
trends. 

 Coordinates and integrates the introduction of quality improvement processes throughout the 
organization in accordance with the quality plan. 

 Assists the CMO with medical staff peer review activities for quality improvement purposes. 

 Assists with identifing and developing future goals and activities for the QI program and participates in 
decisions on priorities and activities. 

 Participates in audit preparation and coordination. 

 Working in partnership with both the clinical and operations staff, monitors and evaluates the full 
spectrum of care and services provided to patients for quality, continuous improvement and 
satisfaction.   

 Assists with developing and/or revising annually the agencies QI/QA program, work plan and annual 
evaluation. 

 Participate in idea development and grant writing for QI/QA-related funding opportunities.  
 

Data Management 

 Ensure maintenance of clinical program data collection, management and reporting infrastructure. 

 Ensure maintenance of clinic’s data dashboards. 

 Compile, monitor and report data related to QI, operations and program evaluation. 

 Conduct routine reporting for external agencies – eg., Title X, UDS, OSHPD. 
 

Risk Management & Health Information Technology 

 Actively participates on risk management committee and provide recommendation on prioritization of 
issues in risk assessment based on level of organizational exposure.  

 Reviews patient satisfaction surveys and reports out to the Board’s QA/QI Committee and management 
any unusual or recurring patient care issues that arise from the survey results. 

 Use e-Clinical Works, Axion, and other reporting tools to assist users, validate and clean data, build 
queries and reports. 

 Support the ongoing improvements of Electronic Health Records 
 

General Administrative Duties  

 Provides reports on a regular basis, and as directed or requested, to keep senior management informed 
of the operation and progress of quality efforts.   
 

SUPPORTING JOB RESPONSIBILITIES: 
 

 Attend workshops, training, and meetings as needed, and as requested. 

 Perform other duties as assigned by CEO, CMO, CFO and COO. 
 

COMPETENCIES: 
 
Accountability:  Takes ownership for delivering on commitments; owns mistakes and uses them as opportunities 
for learning and development; openly discusses his/her actions and their consequences both good and bad; has 
an ability to identify strengths and developmental opportunities and leverages insight to make adjustments to 
improve their effectiveness; courage to have the difficult conversation. 



 
Communicating Effectively:  Shares information.  Listens and involves others. Clearly conveys ideas in a manner 
that engages others and helps them understand and retain the message. 
 
Customer Focus: Builds customer confidence, is committed to increasing customer satisfaction, sets achievable 
customer expectations, assumes responsibility for solving customer problems, ensures commitments to 
customers are met, solicits opinions and ideas from customers, responds to internal customers. 
 
Decision Making/Judgment:   Approaches problems and decisions methodically and objectively; involves others 
as needed; uses sound judgment in making decisions and understanding the impact to themselves, customers, 
their team, and the organization; conducts the appropriate analysis to identify the symptoms and root cause of 
issues; makes timely decisions. 
 
Results Orientation:  Is focused on outcomes and accomplishments; follows through on commitments; can be 
counted upon to successfully execute on goals; motivated by achievement and a need for closure; has an 
attention to detail and is both efficient and effective in achieving a high level of measureable outcomes; persists 
in achieving goals despite obstacles.  
 
Supporting the Mission :  Actively supports SFCHC’s mission and values; uses individual skills to add value to the 
mission of “providing high-quality state-of-the-art health care services, as well as prevention and education 
services in a supportive atmosphere to every person, particularly the most vulnerable of the San Fernando Valley, 
regardless of religion, race, age, sex, or personal income.”; aligns actions around organizational goals; gives 
priority to organizational mission and value when making decisions. 
 
QUALIFICATIONS: 
 
Required education, experience, training 

 Bachelor’s degree in nursing, health care management, or other related discipline. 

 Two to Three recent years of experience in healthcare quality improvement programs including 
outcome reporting.    

 Knowledge of federal and state laws and regulations regarding quality programs including quality 
improvement and process improvement in a health care setting.  

 Understanding of patient safety issues, QI/QA project management knowledge of recognized QI/QA 
standards, data analysis and reporting, and quality improvement skills.   

 Excellent communication and presentation skills 

 Statistical analysis, data display, trending using Excel or similar program.  

 Ability to lead inter-disciplinary work groups. 
 

Preferred education, experience, training 

 MPH, MPA, nursing or similar advanced healthcare degree preferred.  

 Successful experience in the formation of highly productive and collaborative relationships with multi-
disciplinary teams. 

 Working knowledge of NCQA or similar accreditation standards.  

 Experience in a leadership role as Quality Management.  

 Experience with e-Clinical Works 
 

 



PHYSICAL, SENSORY, ENVIRONMENTAL QUALIFICATIONS: 
In a typical day, this job involves the activities listed below.  Indicate the frequency of performance of each 

activity by placing a check mark () in the appropriate column. 
 
     R = rarely  (less than 0.5 hour per day) 
     O = occasionally (0.5 to 2.5 hours per day) 
     F = frequently (2.5 to 5.5 hours per day) 
     C = continually (5.5 to 8 hours per day) 
     NA = not applicable 
Describe any job duty which requires repetition or a unique application of the activity. 
 

Physical Activity R O F C NA 
Sitting    X  
Stationary standing  X    
Walking  X    
Ability to be mobile    X  
Crouching (bend at knee) X     
Kneeling/crawling X     
Stooping (bend at waist) X     
Twisting (knees/waist/neck)  X    
Turning/Pivoting  X    
Climbing X     
Balancing  X    
Reaching overhead  X    
Reaching extension  X    
Grasping  X    
Pinching  X    
Pushing/Pulling:                X    
            Typical weight:     
  Circle the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100   

     

            Maximum weight: 
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100 

     

Lifting/Carrying:  X    
          Typical weight:     
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40 
     41-60    61-80    81-100    >100            

     

         Maximum weight: 
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100 

     

Sensory Activities R O F C NA 

Talking in person    X  



Talking on telephone   X   
Hearing in person    X  
Hearing on telephone   X   
Vision for close work    X  

Environmental Factors 
Safety requirement: 
     -clothing 
      -required safety equipment 
     -activities performed 

Exposures: 
     -fumes 
     -chemicals 
     -blood or other bodily fluids 
     -cold/heat 
     -dust                                                                                   

 
  



 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT: 
 
San Fernando Community Health Center provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, gender, sexual orientation, national origin, 
age, disability, marital status, amnesty, or status as a covered veteran in accordance with applicable federal, 
state and local laws. San Fernando Community Health Center complies with applicable state and local laws 
governing non-discrimination in employment in every location in which the organization has facilities. This policy 
applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation, and training. 
 
The undersigned have read this job description and agree that it defines the position as it currently exists.  The 
undersigned also understand that the above is intended to describe the general content of and requirements for 
this job.  It is not to be considered as an exhaustive statement of duties, responsibilities, or requirements and 
does not limit the assignment of additional duties at the discretion of the supervisor. 
 

Date:    

Employee 
Name: 

 
Employee 
Signature: 

 

Supervisor 
Name: 

 
Supervisor 
Signature: 

 

 


