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JOB DESCRIPTION

Position Title:
Accessioning Coordinator
Department:
Outreach



Reports To:
2nd Shift Lead Technical Coordinator
FLSA:
Non-Exempt
                         .

POSITION SUMMARY

To provide accurate data entry of patient information into laboratory information system. Must ensure specimen integrity and confidentiality at all times and will develop process improvement measures for the accessioning department. 

Incumbent in this position may perform all, or a combination of the duties described depending upon their assigned work area and the specific needs of the company.

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Functions as a leader in the accessioning department to coordinate workflow
· Trains new employees
· Troubleshoots and assists in resolving problems 
· Recognizes critical issues, documents needed information and forwards immediately to manager

· Maintains full knowledge of all accessioning functions

· Creates, maintains and follows all SOP guidelines.
· Verifies all Surgical and Cytology specimens are accessioned and given to the grosser

· Verifies all requisitions are scanned and transferred to appropriate folders 
· Verifies all specimen returns/sendouts are appropriate and follows the chain of custody
· Verifies all specimen send outs to reference labs are shipped out each night, via appropriate courier service. 

· Verifies all specimen send outs to reference labs are ordered accurately and submitted properly each night.

· Performs quality assurance (QA) checks on all items accessioned each night; verifying all information was correctly entered, updating as necessary

· Documents all accessioning issues and notifies manager with weekly report 
· Deletes specimen encounters for cancelled tests and appropriately documents this 

· Matches and merges patient information as needed
· Verifies all FNA and Frozen slides are given to histology 
· Verifies all FNA and Frozens are received each night and documented on logs

· Ensures MICS supplies are filled each night, as requested by pathologists 
· Sorts specimens according to their type 
· Performs initial data entry into laboratory information system
· Provides appropriate documentation for any issues involving the specimen: Client Issues

· Label requisitions and specimens with appropriate specimen label, to match patient’s name
· Label cassettes for each specimen with corresponding accession number 
· Correctly document any discrepancies and know who to alert when troubleshooting is necessary
· Scan a high volume of documents associated with medical specimens in an imaging system 
· Image and review all paperwork, creating folders and completing chart check
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Index scanned documents to ensure they are in the correct specimen file 
· Performs QA checks to verify the integrity of all documents scanned and initiate any corrections 
· Maintains equipment, and performs biohazard clean up and box check as requested
REQUIREMENTS/SPECIFICATIONS
	Highest Level of Education
	High School Diploma or equivalent.

	Experience
	0-1 years working in a medical and/or laboratory environment.  Previous data entry experience, ability to multi-task.

	Knowledge
	Proficiency in MS Office applications. Excellent written and verbal communication. Excellent customer service skills. Cerner CopathPlus knowledge preferred. Prior leadership experience desired.


IMPACT ON CUSTOMERS/BUSINESS RELATIONS:

Inappropriate decisions and errors may be serious and pose some risk to patients, visitors, and/or Doctors Pathology Services personnel.  Work is not checked on a task-by-task basis, but rather during supervisory and/or clinical reviews of overall operations completed during a block of time.  Corrections may require significant effort, time and expense.  Effect is usually confined within Doctors Pathology Services.  
WORKING CONDITION:

Working conditions involve occasional exposure to dust, fumes, noise, heat or similar elements. Injuries, should they occur, would be minor (e.g. minor cuts, burns and abrasion.)

PHYSICAL DEMANDS:   

Duties are classified as sedentary work, which includes duties requiring exerting up to ten pounds of force occasionally and/or small amounts of force frequently. Sedentary work typically involves sitting most of the time, but may involve walking or standing for brief periods.

The duties reflected in this description do not preclude the assignment of other duties and responsibilities.  They provide a general summary of the work required, and should not be treated as a total and complete list of expected duties to be performed by employees in the classification.
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