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Multitasking and time management skills.
Knowledge of basic immunology.

Ability to use Microsoft Office Suite applications.
Knowledge of Medical terminology.

e

Physical Environment/Working Conditions:
Location: ~ The Los Angeles office is a non-smoking facility.
Travel: Occasionally required to travel by personal auto or air to meeting sites and
other locations.
Work Hours:  Forty-hour workweek as determined by assigned shift. Assigned days or
shift can be changed at any time.
Working Conditions: See ADA Worksheet.

Job Qualifications:

Education: A bachelor’s degree in one of the life sciences, a nursing diploma or comparable
medical training.
Experience: Previous exposure to the medical community,

Certification/License:  OneLegacy requires employees to maintain a current California
driver’s license and current vehicle insurance based on California
minimum insurance coverage standards.

Equipment:  Reliable automotive transportation required. Working knowledge of personal

computer, multi-line telephone system, fax machine, photocopier, postage
machine and calculator.

Acknowledgement
The employee is expected to adhere to all agency policies and to act as a role model in
the adherence to agency policies.

I have read and understand this explanation and job description.

Employee Name _ Date

Employee Signature Date

Organ Placement Coord. 08.24.05
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OnelLegacy
JOB DESCRIPTION
TITLE: Clinical After Care Coordinator
REPORTS TO: Director of Family Services
DEPARTMENT: Family Services
LOCATION OF JOB: Corporate
FLSA STATUS: Non Exempt

EMPLOYMENT STATUS: Full-Time

PREPARED BY: Jeff Fleming
DATE PREPARED: 10/15/03
DATE REVISED: 2/27/07

Position Summary:

The Clinical After Care Coordinator is responsible for the planning, development,
implementation and evaluation of the Clinical Aspects of Onelegacy’s Donor Family
Aftercarc Program.  Responsibilitics include developing, implementing, and staffing
programs which address the clinical and emotional needs of organ/tissue donor families,
create clinical written material, and facilitate individual, family, and group counseling of
donor family members. This position also coordinates with the Dircctor of Family Services
in implementing OneLegacy’s two-year aftercare grief program to approximately 1500
families annually.

Duties & Responsibilities:
Essential Job Functions:

1. Develop, lead, staff, and maintain clinical after care programs including support
groups and seminars addressing issues pertinent to donor families grief and loss

2.  Develop, implement, and manage an internet based bereavement support group for
donor family members

3.  Develop. implement, and oversee a donor family peer-to-peer bereavement support
network. Including the recruitment, clinical training, and oversight of donor family
members involved.

4. Create and maintain a newsletter for donor familics who are outside of the two-year
donor family aftercare program providing ongoing grief material, articles and
information regarding events that are of interest to donor family members.

Clinical Aftercare Coordinator 02/27/07

140 —



Page 20of 5

5. On site clinical support to donor families in the hospital when special circumstances
warrant.

6. Provides telephone assessment, intervention, and support to donor family members.

7. Coordinates with the Manager of Donor Family Services in implementing
OneLegacy's existing donor family follow-up grief programs.

8. Coordinates with the Community Programs Coordinator regarding donor families,
donor family events and donor family’s involvement in the OneLegacy Ambassador
programs.

9. Provide ongoing education of OneLegacy staff on clinical issues around grief and loss
based on support group feedback.

10. Develop and implement a training program for new hires relating to grief and loss.

11. Participate in HD training of hospital staff on approaching families.

12. Maintains accurate donor records.

13. Compassion for others and patience working with people in crisis.

14. Able to work independently and to prioritize work.

15. Strong oral, presentation, organizational and interpersonal skills, including the ability
to deal with all levels of management, staff, medical and hospital personnel.

16. Good writing skills.

17. Confident in her/his abilities in order to be successful.

18. Proactive team player that is able to work successfully with all regional offices and
corporate departments.

19. Recognizes limits/boundaries and secks help in situations appropriately.

20. Passionate about organ and tissue donation.

21. Proficient in MS Office Suite Programs.

22. Required attendance at staff meetings. Required attendance at training programs
and/or in-services as deemed necessary by the Manager of Family Services.

23. Supports the organization’s Standards of Professional Conduct as outlined in the
OnecLegacy Employee Handbook, and the mission, vision and values.

24, Performs other duties as assigned.

Secondary Job Functions:

(Although the following job functions have been identified as “secondary”, any employee
capable of performing the “secondary” job functions is expected to do so.)

el Sl

Assists with Donor Recognition Ceremonies.
Stays informed of trends in the transplant/donation field.
Stays informed of trends in grief and death education and material.

Potential Risk Factors:

1.

Risk Exposure to Blood/Body Fluids:

While performing some essential functions of your position, you may be exposed to
blood or body fluids. Established procedures identify the appropriate personal
protective measures that you should use when performing essential functions of your
position. The Onelegacy OSHA program will provide you with the appropriate
procedures and guidelines in which you should perform the essential duties of your

job. If you need additional training or resources, please see your supervisor or the

Director of Human Resources/OnelLegacy Safety Officer.

Clinical Aftercare Coordinator 02/27/07
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I

Repetitive Motion:

While performing some essential functions of your position, you may be required to

perform some functions repeatedly. When suck tasks are not performed properly,

injury can result. Established procedures identify the precautions and/or equipment

that should be used.

3. Minimum Weight Lifting Requirement:
While performing some essential functions of your position, you may be required to do
some lifting, moving, pushing, or pulling. When such tasks are not performed
properly, injury can result. Establish procedures identify the precautions and/or
equipment that should be used when performing this task. Minimum weight lifting
requirements that you must perform are located in the ADA Worksheet section of this
Job Description.

4. Prolonged Sitting, Standing, and Bending:
While performing some essential functions of your position, you may be required to
sit, stand, or bend for an extended period of time. When such tasks are not performed
properly, injury can result. Established procedures identify the precautions and/or
equipment that should be used when performing this task.

5. Competency Evaluation:
Competency evaluations are required for this position. Your supervisor will notify you
when your evaluation is to be conducted.

6. In-Service Training:

Your may need additional training to better understand the performance requirements

of your essential job functions. In-service training classes will be scheduled and your

attendance at such classes is mandatory.

Physical Environment/Working Conditions:
Location:  Corporate. All Onelegacy offices are non-smoking facilities.
Travel: Occasionally required to travel by personal auto or air to meeting sites and
other locations.
Work Hours:  Forty-hour workweek as determined by assigned shift. Assigned days or
shift can be changed at any time.
Working Conditions: See ADA Worksheet.

Job Qualifications:
Education: MSW
Experience:  Two-years experience providing services to the public with special
consideration given to providing services to people in crisis situations both
personally and in group settings.
Certification/License:  LCSW preferred.
OneLegacy requires employees to maintain a current California
driver’s license and current vehicle insurance based on California
minimum insurance coverage standards.
Equipment:  Reliable automotive transportation required.
PC, general office machinery (phone, fax, 10-key, etc.

Clinical Aftercare Coordinator 02/27/07
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Acknowledgement

The employee is expected to adhere to all agency policies and to act as a role model in
the adherence to agency policies.

I have read and understand this explanation and job description.

Employee Name Date

Employee Signature Date

Clinical Aftercare Coordinator 02/27/07
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OneLegacy
JOB DESCRIPTION

TITLE: Hospital Services Coordinator (HSC)

REPORTS TO: Hospital Service Director for Hospital Services
Function, and
Regional Directors for Clinical and Family Services

Functions
DEPARTMENT: Hospital Services
LOCATION OF JOB: All Regions
FLSA STATUS: Exempt

EMPLOYMENT STATUS: Full-Time

PREPARED BY: Tom Mone
DATE PREPARED: 12/03
DATE REVISED: 03/29/04

Position Summary:

The OneLegacy HSC must have highly developed interpersonal skills, communicate respect
for hospital staff, public, families, and colleagues, engage in collaboration, innovation to
promote donation, personalization of work to meet individual needs, commitment to our
community, excellence, accountability and ownership. The HSC is responsible to represent
OneLegacy in assigned hospitals to offer OneLegacy’s services to hospital, staff, familics,
and community with the goal of gaining hospital support and ownership of organ and tissue
donation and facilitating the provision of family support services and increasing conversion
of potential donors. HSC will assess attitudes of key hospital personnel toward donation
and will identify means of engaging staff to enhance their understanding and support of
donation. HSC will provide referral response, family support, and family approach at
assigned hospitals for referrals during regularly scheduled workday, when in the hospital.
HSC will ensure excellent relationships are fostered between Onelegacy and the hospital at
all levels and within all disciplines. HSC will have primary accountability for hospitals’
organ and tissue donation performance. HSC will set quarterly and yearly goals to
continually improve performance to achieve 100% identification, referral and approach of
potential organ and tissue donors. HSC will ensure for organ donors a 65% or greater
consent rate and 65% or greater conversion rate in each assigned hospital, with a long term
goal to increase conversion rates to >60%. Responsible to assist in the training of new
HSCs and on-going development of HS plan,

Hospital Services Coordinator Revised (3.29.04
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Duties & Responsibilities:
Essential Job Functions:

Hospital Services

Ln

11,

12

13.
14.

Identifies key hospital staff attitudes and beliefs toward donation.

Provides hospital staff with examples of the benefits of donation and transplant to
donor families and recipients in attempt to increase their receptivity, support, and
participation.

Listens to key hospital staff to identify challenges to adoption of donation.

Proactively identifies opportunities to enhance donation and assists hospital staff to
maximize these by offering evidence of the value of donation and transplantation and
when staff is ready provides information to expand their understanding and support for
donation,

Assists PTCs with educational in-services,

Develops collaborative relationships with administrators, physicians, nurses and
psycho-social professionals who fosters a sense of hospital ownership in the donation
process and ensures relationships are fostered between hospital staff and OneLegacy
staff across all levels and disciplines.

Assists hospital with designing policies, procedures and processes that maximize
organ donation.

Arranges for and conduct death record reviews per OneLegacy frequency guidelines.
Analyzes data and develop statistical reports as needed to identify opportunity for
actions to increase donation. Collaborates with the Communication Center
Management team to ensure that the monthly hospital report is accurate and complete.
Responsible for maintaining an accurate customer hospital report contact list.
Conducts post-donation evaluation, debriefing and follow-up with involved hospital
staff as soon as possible after a case.

Assists hospital to achieve 100% compliance with Medicare Conditions of
Participation Death referral requirements for brain and cardiac death. Ensures timely
referrals of Imminent Death,

Resolves hospital donor case billing issues.

Ensures current MOU is in place at all assigned hospitals.

Maintains a record of hospital activities as necessary to assist hospital in improvement
of donation performance and minimum needed to meet AOPO HD standards.
Collaborates with eye and tissue bank representatives in assigned hospitals.
Participates in special events such as National Organ and Tissue Awareness Week, as
well as in community-based donation promotion activities and public education
activitics as needed by Onelegacy.

Stays current with the latest research and development in the profession through
reading, continuing education and professional meetings. Maintains files of current
literature related to donation and transplantation, and recommends/provides these
articles to OneLegacy and hospital staff as needed.

Hospital Services Coordinator Revised (03.29,04
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Clinical Services

1. Maintains functional understanding of: legal and clinical aspects of death by
neurological criteria, organ and tissue recovery protocols, donor maintenance,
transplantation, organ and (issue preservation, organ and tissue allocation and
distribution through appropriate organizations and publications,

2. Provides “First Response™ to hospital referrals when in hospital area and referral is
received or PTCs are unavailable: reviews referred patient chart, discusses with
Administrator on Call, and participates in end-of-life planning with hospital staff.

3. Provides family support on all referral response cases and upon approval of
Administrator on Call approach family with opportunity to donate and confirmation of
consent.

4.  Coordinates schedule with PTCs, ARDs, and RDs to ensure mutual knowledge and
fulfillment of hospital needs.

5. Maintains complete and accurate business and expense records as required.

Other Responsibilities

1. Required attendance at staff meetings. Required attendance at training programs
and/or in-services as deemed necessary by the Hospital Services Director and/or
Regional Director.

2. Supports the organization’s Standards of Professional Conduct as outlined in the
OnelLegacy Employce Handbook, and the mission, vision and values.

3. Performs other duties as assigned.

Potential Risk Factors:

1.

Risk Exposure to Blood/Body Fluids:

While performing some essential functions of your position, you may be exposed to
blood or body fluids. Established procedures identify the appropriate personal
protective measures that you should use when performing essential functions of your
position. The Onelegacy OSHA program will provide you with the appropriate
procedures and guidelines in which you should perform the essential duties of your
job. If you need additional training or resources, please see your supervisor or the
Director of Human Resources/OneLegacy Safety Officer.

Repetitive Motion:

While performing some essential functions of your position, you may be required to
perform some functions repeatedly. When suck tasks are not performed properly,
injury can result. Established procedures identify the precautions and/or equipment
that should be used.

Minimum Weight Lifting Requirement;

While performing some essential functions of your position, you may be required to do
some lifting, moving, pushing, or pulling. When such tasks are not performed
properly, injury can result. Establish procedures identify the precautions and/or
equipment that should be used when performing this task. Minimum weight lifting
requirements that you must perform are located in the ADA Worksheet section of this
Job Description.

Hospital Services Coordinator Revised 03.29.04
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While performing some essential functions of your position, you may be required to
sit, stand, or bend for an extended period of time. When such tasks are not performed
properly, injury can result, Established procedures identify the precautions and/or
equipment that should be used when performing this task.

5. Competency Evaluation:
Competency evaluations are required for this position. Your supervisor will notify you
when your evaluation is to be conducted.

6. In-Service Training:
Your may need additional training to better understand the performance requirements
of your ¢ssential job functions. In-service training classes will be scheduled and your
attendance at such classes is mandatory.

Physical Environment/Working Conditions:
Location:  The building is non-smoking facility.
Travel: Required to travel by personal vehicle to fulfill the duties and responsibilities of
the position.
Work Hours:  Forty-hour workweek with occasional weekends, holidays or evenings as
required.
Working Conditions: See ADA Worksheet.

Job Qualifications:

Education and/or Experience

1. Prior front line sales, communication, personal counseling, crisis assistance experience
in service industry, such as healthcare, counseling, education, with an emphasis in
long-term, relationship-focused activities.

2. Strong interpersonal and diplomacy skills required, especially evidence of active
listening and supportive recognition and respect for differing viewpoints,
3.  Recent demonstrated experience showing the ability to work with diverse cultural and

socioeconomic groups and individuals.

4.  Ability to read, analyze and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

5. Ability to write business reports, business correspondence, feature articles, and
informational materials.

6.  Ability to present information to upper management, physicians/nurses, public groups,
boards of directors, and committees.

Reasoning Ability

1.  Experience in assessing challenging organizational and personal impediments to
change and development of strategies to overcome these.

2. Skill at analyzing and interpreting data, solving practical problems and dealing with a
variety of concrete variables in situations where only limited standardization exists;
interpreting a variety of instructions furnished in written, oral, diagram, or schedule
form; and creative and critical thinking skills, designing concepts and organizing
effectively to motivate others.

Hospital Services Coordinator Revised 03.29.04
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Certification/License:  Onelegacy requires employees to maintain a current California
driver’s license and current vehicle insurance based on California
minimum insurance coverage standards.

Equipment: Reliable automotive transportation required.

Acknowledgement
The employee is expected to adhere to all agency policies and to act as a role model in
the adherence to agency policies.

I have read and understand this explanation and job description.

Employee Name ) ~ Date

Employee Signature Date

Hospital Services Coordinator Revised 03.29.04
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OneLegacy
JOB DESCRIPTION
Managerial and/or Supervisory Position

TITLE: Clinical Education Specialist
REPORTS TO: Clinical Director
DEPARTMENT: Procurement Services
LOCATION OF JOB: Corporate Office
FLSA STATUS: Exempt

EMPLOYMENT STATUS: Full-time

PREPARED BY: Renee Hawthorne
DATE PREPARED: 12/14/05
DATE REVISED: 04/10/06

Position Summary:

The specialist is responsible for developing and implementing on-going clinical educational
opportunities for staff based on identified needs and performance expectations. This
specialist is responsible for developing, planning, implementing and evaluating training
programs for the clinical staff. The Clinical Education Specialist will serve as a leader,
consultant, mentor and change agent to staff members.

Duties & Responsibilities:
Essential Job Functions:

Education Primary Job Functions

1. Develops, organizes, implements and evaluates training program for newly hired
clinical staff and supervises orientation of new staff as related to donor cases

2. Develops, implements and supervises a clinical preceptor program to train and mentor
clinical staff.

3. Designs and implements a competency evaluation tool that reflects the performance
standards of the clinical trainee for release from probation/training or termination.

4.  Provides administrative on-call support to clinical preceptor and clinical trainee. As

appropriate, participates in on-site training and evaluation of clinical trainee

development.

Evaluates and communicates clinical trainee progress to appropriate Director.

Ln

Clinical Education Specialist Rev, 4-11-06
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Assesses educational needs of the clinical staff through use of performance
expectations, regulatory agency standards, industry standards, and QA Committee
recommendations.

Provides and coordinates training for new staff as it relates to clinical areas with other
appropriate managers.

As a liaison to QA Committee, identifies recommendations to improve the
performance standards of the staff.

Provides guidance and direction to the Education Committee on the development and
coordination of professional development and professional education programs.
Develops, reviews on an ongoing basis, and updates current professional education
programs and materials with staff as related to donor care.

Provides guidance and direction in the development and evaluation of all professional
education program materials used within hospitals and with other donation/transplant
related audiences.

Evaluates professional education programs delivered for effectiveness and oversees
maintenance of records required by certification/accreditation guidelines, i.e. CEU’s,
Assures adequate resources are available for implementation of new and ongoing
training and professional education programs.

Coordinates with HR and maintains files of staff training and ongoing professional
certifications for staff members,

Develops, reviews and revises education policies that support the mission and goals of
Onelegacy.

Serves as a resource to staff, students, and other health care professionals in the
acquisition of knowledge and skills related to donor care.

Develops and implements educational information, materials, and programs related to
donor care.

Contributes to professional nursing literature by publishing scholarly works and/or
regional/national presentations.

Contributes to procurement coordinator education by developing strategic alliances
with schools of higher learning.

Research Primary Job Functions

1.

Expands the scientific base of donor care by conducting and/or, facilitating research in
conjunction with research specialist.

2. Disseminates research findings through presentations and publications.

3. Critically analyzes current research methods and results for utilization in the
expansion and improvement of donor care.

Skills and Abilities:

1. Strong demonstrated skills in lesson planning, ability to access current clinical
literature, and experience in adapting clinical literature and standards to lesson plans
and content.

2. Demonstrated ability to effectively deliver presentations and education.

3. Strong verbal, written and analytical skills.

4, Demonstrated computer skills in Word, Excel, and PowerPoint required. Microsoft

Projects preferred.

Clinical Education Specialist Rev. 4-11-06
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Other Responsibilities

1.

Required attendance at staff meetings. Required attendance at training programs
and/or in-services as deemed necessary by the Hospital Services Director and/or
Clinical Director.

2. Supports the organization’s Standards of Professional Conduct as outlined in the
OneLegacy Employee Handbook, and the mission, vision and values,

3. Performs other duties as assigned.

4. Attends and participates in QA Committee meetings.

5. Attends and participates in Education Committee meetings.

6. Attends and participates in Regional Staff meetings, as appropriate.

Potential Risk Factors:

1. Risk Exposure to Blood/Body Fluids:
While performing some essential functions of your position, you may be exposed to
blood or body fluids. Established procedures identify the appropriate personal
protective measures that you should use when performing essential functions of your
position. The OneLegacy OSHA program will provide you with the appropriate
procedures and guidelines in which you should perform the essential duties of your
job. If you need additional training or resources, please see your supervisor or the
Director of Human Resources/OneLegacy Safety Officer.

2. Repetitive Motion:
While performing some essential functions of your position, you may be required to
perform some functions repeatedly. When such tasks are not performed properly,
injury can result. Established procedures identify the precautions and/or equipment
that should be used.

3. Minimum Weight Lifting Requirement:
While performing some essential functions of your position, you may be required to do
some lifting, moving, pushing, or pulling. When such tasks are not performed
properly, injury can result. Establish procedures identify the precautions and/or
cquipment that should be used when performing this task. Minimum weight lifting
requirements that you must perform are located in the ADA Worksheet section of this
Job Description.

4. Prolonged Sitting, Standing, and Bending:
While performing some essential functions of your position, you may be required to
sit, stand, or bend for an extended period of time. When such tasks are not performed
properly, injury can result, Established procedures identify the precautions and/or
equipment that should be used when performing this task.

5. Competency Evaluation:
Competency evaluations are required for this position. Your supervisor will notify you
when your evaluation is to be conducted.

6. In-Service Training:

You may need additional training to better understand the performance requirements of
your essential job functions. In-service training classes will be scheduled and your
attendance at such classes is mandatory.

Clinical Education Specialist Rev, 4-11-06




Page d of 5

Physical Environment/Working Conditions:

Location: Corporate office. The office is a non-smoking facility.

Travel: Occasionally required to travel by personal auto or air to meeting sites and
other locations.

Work Hours:  Forty-hour workweek. Must be available evenings, weekends and holidays,
as required.

Working See ADA Worksheet.

Conditions:

Job Qualifications:

Education: Bachelor’s degree in Nursing required. Master’s degree or equivalent in
health education, behavioral sciences, education or clinical science
preferred. BCLS Provider Level C required; ACLS certified required or
candidate must become ACLS certified within six months of hire,

Experience: ~ Two years Critical Care experience strongly preferred. Experience working
with adult learners in a multi-cultural health care setting, knowledge of and
experience in application of adult educational theory, cognitive learning
levels, educational needs assessment and educational program planning and
delivery. Leadership/management experience preferred. OPO experience
required. Experience may include, but not limited to OPO clinical
coordinator, or hospital based RN donor liaison to OPO.

Certification  Onelegacy requires employees to maintain a current California driver’s

& License: license and current vehicle insurance based on California minimum
insurance coverage standards.

Equipment: ~ Reliable automotive transportation is required.

Acknowledgement

The employee is expected to adhere to all agency policies and to act as a role model in
the adherence to agency policies.

I have read and understand this explanation and job description.

Employee Name B Date

Employee Signature Date

Clinical Education Specialist Rev. 4-11-06
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