 Employee Name:
              Manager:
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       Dept:
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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
RESPIRATORY THERAPIST
ESSENTIAL TASKS 
□General Respiratory Therapy
· Offer clinical expertise in providing respiratory related products and services of the company to patients on service.
· Develop and improve respiratory protocols and operational processes for new and existing therapies. 

· Assess patient needs, match equipment to those needs, involve the patient/client and/or family, caregiver in the selection process and provide consistent follow-up.

□Customer Service and Professionalism

· Work with the understanding that you are THE primary representative of our company to most of our customers.  Offer compassionate and positive interactions with customers.

· Resolve customer concerns and complaints in a constructive manner, serving as an intermediary between customer concerns and company needs

· Immediately investigate and resolve client problems concerning new equipment or about equipment in need of service, working to obtain 24 hour responsiveness or less in emergency situations. 

· Receive, investigate and respond quickly and professionally to all customer inquires regarding clinical effectiveness, shipments, products, deliveries and complaints. Resolve customer concerns and complaints by identifying problems and coordinating appropriate corrective action.
· When customer problems and questions arise, be able to answer equipment and clinical questions to the customer’s satisfaction.

· Maintain accurate and complete documentation of complaints and resolutions

· Provide skillful handling of grieving, upset or difficult customers.   Work proactively with patients/clients to solve a variety of problems, acting as a company field representative.

· Maintain proper confidentiality at all times when answering inquiries.

□New Set-Ups
· Prepare for new set ups by reviewing prescription and selecting proper equipment to meet patient needs.
· Call patient for appointment.
· Assemble necessary equipment and supplies

· Assist,  when necessary, with the pulling of equipment and supplies from the warehouse as prescribed on patient/client delivery tickets and assemble appropriately.  Pull together needed additional supplies and disposables.
· Prepare new equipment set-up packets.
· Test equipment before leaving store and check to ensure sanitary condition.
· Assess the home and patient needs.
· Instruct the patient/care giver in the proper use of the equipment.
· Collect the proper documentation and signatures.
· Verify proper equipment function before leaving.
· Develop and communicate plan of care.
· Call back with 24 hours.
· Answer Patient / Caregiver questions and understanding.
□Delivery and Patient Instruction

· Deliver, set-up and pick-up respiratory equipment and supplies to home care patients. 

· Make all effort to meet scheduled appointments.  Call customer if unable to make appointment on time.
· Know and follow  all FDA, OSHA, & DOT regulations, company policies and procedures and safety regulations.  Be especially aware of customer needs in oxygen, providing proper back-up and implementing proper safety procedures and handling.
· Provide clear and well-defined patient/client orientation, instructing on the proper use, care and administration of equipment, supplies and medications, explaining the purposes and effects of each...Be able to offer clear details and approaches in disease management and home and fire safety...Answer questions from the patient and caregiver patiently and clearly. 
· Provide patients with a packet that includes, in addition to billing documents and patient rights, equipment guidelines, fire safety and emergency procedures.
· Be able to solicit sales of new or additional products or services by suggesting additional follow-up items relative to the patient’s diagnosis.
□Patient/Home Assessment

· Take a detailed approach to assessing patient needs and environmental impacts in the home.  Evaluate home for safety, accessibility and fire issues and provide proper direction to patients and caregivers when problems are discovered.  Assess the environment for issues that may impact the effective use of respiratory equipment or increase symptoms from their disease.

· As the result of assessment, consult with referring physician regarding patient treatment, medical condition and home environment.

· Make clear and confident recommendations for equipment and follow-up based upon the assessment.

· Communicate with relevant members of the medical team and the company when seeing a change in patient status and/or environment.  Observe and report customer needs, equipment problems, competitor actions and ideas to improve services. 
□Documentation – Care Plan

· Prepare a record for each patient containing all pertinent information, care plans, physician prescriptions, compliance information, and follow-up documentation.

· Maintain and update patient’s plan of care and records according to policy.

· Develop and implement discharge plans for agency patients/clients.

· Arrange necessary referral to community agencies or for those traveling, to assist in continuity of care.

□Patient Compliance
· Provide routine patient follow-up contacts based on individual needs and protocol
· Monitor equipment usage to determine patient and company compliance.

· Audit and maintain respiratory patient records and supplies.

· Exercise professional judgment to mitigate potential patient problems.

· Communicate with our company and appropriate referral sources when seeing a change in patient status and environment. 
□Product Evaluation & Product Resource
· Develop technical knowledge of the respiratory products/services we offer and be prepared to educate team members on the features and benefits of respiratory equipment, including appropriate safety features. Support sales and marketing effort with technical and clinical advice, research and studies.  This includes periodic suggestions for updating product lines.  Stay on top of manufacturer’s new product introductions.
· Act as a product information resource for both staff and clients.  Work with other staff to develop educational materials and training for staff and referral sources. Assist co-workers with product education and questions they have regarding equipment 

· Work with the clinical team to evaluate new and existing respiratory products and supplies to ensure access to the best products for our practice.  Evaluate those products based upon

· Their ability to meet customer needs

· Customer convenience

· Against clinical standards of care

· Cost and profitability

· Vendor reliability and resources
· Interview vendor representatives as appropriate.
□Infection Control

· Follow Universal Precautions infection control procedures.

· When dealing directly with customers, execute proper hand-washing technique between patients

· Wear gloves when exchanging disposables or picking up dirty equipment

· Identification and proper handling and disposal of hazardous materials and waste such as needles, disposables, which have had contact with bodily fluids

· Bag all “dirty” equipment and isolate it from clean equipment in vans and the warehouse

· Report personal illness to General Manager

□Rules And Regulations

· Comply with all applicable company policies, procedures, and patient protocols.  

· Comply with all current government regulations and professional standards respecting patient care and equipment, including those of accrediting organizations

· Treat all information and data within the scope of the position with appropriate confidentiality and security and understand and adhere to all state and federally mandated standards regarding confidentiality and patient rights
□On Call

· Rotate on call with other staff respiratory therapists on a predetermined, rotating basis.
· Be able to problem solve and troubleshoot for customers on the telephone to avoid unnecessary trips.
□Equipment Maintenance -Respiratory
· Before patient delivery, inspect and test equipment to ensure proper operating condition. Ensure the equipment is the correct equipment and the supplies provided are correct.
· Assist with preventive maintenance, required service checks, and assessment of home respiratory equipment during scheduled visits to patients.

· When complex repairs are needed, ensure replacement equipment is in place,  pick up equipment and schedule those repairs with the repair department.
· Assist with documentation on all rental equipment.
· Monitor respiratory supply levels and work with purchasing to make appropriate orders.
□Billing & Documentation
· At times, receive and documents the order for equipment and/or services from the referral source, physician, patient/client, family member, or caregiver.  Collect additional information and/or authorization if referral is from other than the physician.

· Serve as resource for the CSR on clinical issues

· When needed, be prepared to understand intake paperwork and to  enter all patient data correctly, including demographic information, physician, diagnosis and payer.  Enter data into the computer based on customer interviews.

· When appropriate, assess the needs of the patient and make decision regarding patient service based on analysis of assessment of Physician’s prescription. Develop and revise patient care plan as needed.
· Schedule delivery and pick-up as needed.
· Maintain excellent knowledge and awareness of  third party reimbursement, criteria services, and equipment offered, billing, and patient/client paperwork.

· Provide accurate completion of paperwork
· Communicate with billing if any problems arise

· Properly record and charge for all services so that accurate and complete financial and medical records are maintained.

· Follow up on outstanding invoice through final collection

□Emergency Preparedness And Disaster Plan

· Maintain knowledge of basic home safety.
· Know your role in detail as part of the company’s  emergency preparedness and disaster plan.  Know and follow the emergency response time policies & procedures.
□Education And Inservices

· Participate in educational and professional programs and/or review professional literature on an ongoing basis to maintain knowledge and competency in current and developing techniques, professional standards, and the products and serviced offered by our company.

· Plan, develop and implement marketing action plans in cooperation with management and other appropriate colleagues for public relations through referral sources (CEU’s), trade shows, user groups and promotional events.
· Propose, develop and provide community presentations, workshops, and seminars for both patients and referral sources specific to rehab issues.
· Attend and present to educational meetings and seminars for healthcare workers, patients/clients, families, caregivers, physicians, and interested community members on areas of need.

· Arrange in-services for referral sources, working with management and appropriate organizations such as MED University to offer CEUs.  

· For all programs, create and maintain a database of attendees and consistently follow-up.

□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
KEY SKILLS AND ATTRIBUTES
□Professional Approach

· Display on time attendance and dependability.
· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all time, including personal appearance and appearance of the workplace.
· Maintain a neat appearance. Wear a name badge as required or requested.

□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA, compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights.
□Poise 

· Display good common sense when faced with new or unfamiliar situations.
· Maintain a cool head when crisis situations occur.
· Deal effectively with stress.
□Initiative & Persistence 

· The ability to take the initiative in generating prospects and making sales calls.
· A great ability to deal with rejection and being told “no” and yet continue the sales process – persistence.
□Relating To Others In The Workplace

· Positively resolve conflict situations.
· Provide input to management to improve workplace function.

· Take initiative to improve processes and communication in the workplace.
□Planning and Organization

· Show attention to detail and maintain accuracy in all that you do.
· Be able to work on multiple tasks at a time.  Plan and prioritize activities to achieve results and meet deadlines.
· Create a workable routine, with or without direct supervision.
□Creativity

· Not being limited to what’s been tried before, evaluate and implement new ideas to improve efficiency and responsiveness.

· Come up with creative alternatives and solutions to pressing problems.

· Think strategically, understanding how one action impacts another .
□Knowledge

· Excellent knowledge of the equipment we sell, its care and maintenance, and the types of customers to whom we sell and their needs

· Understanding of the reimbursement process
· Knowledge of rules and regulations of OSHA, DOT, Medicare, accrediting bodies and other agencies as they impact the care and distribution of HME 

· Excellent knowledge in your area of specialty
· Identify own learning needs and seek opportunities for self growth and career advancement 
RESPIRATORY THERAPIST


