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POSITION ANNOUNCEMENT 
JOB PURPOSE 
The Quality Improvement Coordinator (QIC) is responsible for assisting with quality improvement 
efforts including development, implementation, execution, education, data collection, analysis and 
reporting. The QIC will perform quality improvement (QI) activities in accordance with Continuous 
Quality Improvement (CQI) principles, CHNWF’s QI Program, and the Plan, Do, Check, Act (PDCA) 
methodology. 
    
ESSENTIAL FUNCTIONS 
1. Promotes through education, training and collaboration the QI Program throughout the 

organization; 
 

2. Travels to various CHNWF sites to aid in QI/QA Assessments; 
 
3. Provides staff orientation and development training as it pertains to QI; 
 
4. Performs clinical records and other documentation review to ensure quality standards are met; 
 
5. Participates in evaluating the effectiveness of QI activities; 

 
6. Attends and actively participates in Continuous Quality Improvement (CQI) meetings; 
 
7. Assists the Quality Manager in preparing monthly quality reports; 

 
8. Compiles tracks and analyzes area specific data and reports on any identified patterns or trends; 

 
9. Meets with internal and external customers to identify and problem solve QI issues; 
10. Serves as an educational resource for performance improvement processes; 

 
11. Promotes services that are person centered in every aspect;  
 
12. Reviews and makes recommendations for updating policies and procedures related to quality 

improvement as designated; 

 

Job Title Quality Improvement Coordinator (QIC) 

Reports To Quality Manager 

FLSA Status Non-exempt 

Days/Hours of 
Work 

This is a full-time position with an expected eight (8) hour workday.  The 
Company’s business hours are Monday through Friday, 8am to 5pm.  The 
nature of this position may, at times, require longer hours and weekend 
work. 

Location Main Site, 2315 W Jackson St., Pensacola, Clinical 
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13. Assist with clinic data collection, health outcomes reporting, clinical audits, and evaluation 
related to Patient Centered Healthcare Home; 

 
14. Completes special projects or assignments as needed to meet initiatives and/or objectives of 

department; 
15. Provides report to CQI Committee in the absence of the Clinical Director or as directed; 

 
16. Leads and/or is a member of various committees as assigned; 

 
17. Other tasks as needed for the continued functioning of the organization; 

 
SUPERVISION 

Not Applicable 
OTHER DUTIES 

This job description is not designed to cover or contain a comprehensive listing of activities, duties or 

responsibilities that are required of the employee for this job. Duties, responsibilities  

and activities may change at any time with or without notice. 
MINIMUM REQUIREMENTS 
Registered Nurse or Licensed Practical Nurse with Florida or Multi-State License; 
Working knowledge of the Quality Improvement Performance Improvement process. 
PREFERRED EDUCATION AND EXPERIENCE 
Work experience in a Federally Qualified Health Center 
2 Years of QI experience in a medical setting. 
KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of proper grammar, spelling and rules of composition; 
Ability to read, comprehend, communicate and apply government statues, policies, procedures and 
guidelines;  
Proficient with Microsoft Suite (Office, Excel, Word, Outlook, PowerPoint); 
Must be able to research information utilizing diverse resources; 
Must be detail-oriented and highly organized with the ability to prioritize tasks; 
Ability to work independently and with other team members; 
Ability to effectively communicate in written and oral form with patients, public, medical staff, and 
administrative staff; 
Demonstrates ability to problem solve and execute to achievement; 
Demonstrates customer/client focus; 
Skilled and able to demonstrate verbal and written proficiency in communications; 
Proficient in multi-tasking and time management; 
PROFESSIONAL ATTRIBUTES 
Professional and business style that is results oriented, open and transparent; 
Commitment to providing high quality healthcare to patients in underserved communities; 
Flexibility; 
Unquestioned integrity; 
Strong planning, organizational and change management skills; 
Ability to work effectively in a team environment; 
Clear, concise and persuasive writing, communication, listening and presentation skills; 
An orientation and commitment to deadlines and details; 
Demonstrated ability to work effectively with employees at all levels; 
Excellent and detailed research and analytical skills; 
Able to interpret complex rules and regulations; 
Decisive and exercises good judgment under pressure; 
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Ability to manage a diverse and demanding workload; 
Ability to work in a fast-paced environment; 
Must have the demonstrated ability to deal with highly confidential information. 
WORKING ENVIRONMENT 
This job operates in a professional office environment. This role routinely uses standard office 
equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 
PHYSICAL REQUIREMENTS 
While performing the duties of this job, the employee is regularly required to talk or hear. The 
employee frequently is required to stand; walk; use hands to finger, handle or feel; and reach with 
hands and arms. 
PROFESSIONAL EXPECTATIONS AND COMPETENCIES 
Dignity & Respect. No matter the circumstance, we treat everyone with the utmost respect they 
deserve in a professional manner. 
Quality.  Our promise is to deliver uncompromising quality care and service to all our patients. 
Compassion.  We are caregivers first, serving the needs of our patients in a welcoming and positive 
environment. 
Empowerment.  We empower people to be proactive in their care and envision their own picture of 
health. 
Community.  Our responsibility to our community is what drives us forward. 
Commitment.  We are committed each and every day to bring our vision of a healthy community to 
life. 
 

Please express your interest in writing to Anges Rivers, Director of 
Clinical Operations at arivers@healthcarewithinreach.org. 
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