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JOB DESCRIPTION 
 

Job Title: 
Health Unit Coordinator 

Job Code: 

623480/623481/623370 
OSHA 

I 

Department: 
Various Inpatient 

Salary Plan: 
CHW 

Orig. Date: 
11/86 

Immediate Supervisor: 
Patient Care Supervisor 

Cost Center: 

 
Last Revised: 

03/13 

Division: 
Nursing 

FLSA: 
Non-exempt 

 

 

 

GENERAL SUMMARY: 

Under general supervision, and according to established policies and procedures, provides clerical and receptionist 

support for patient care areas. Facilitates communication that supports patient care.  

 

ESSENTIAL FUNCTIONS: 

 Exhibits guiding behaviors that reflect Children’s values and support our mission and vision.  

Communication  

 Acts as a communication hub for the unit team by keeping members apprised of changes that affect unit 

functioning.  

 Maintains confidentiality per HIPAA regulation. 

 Greets and assists patients, parents, visitors and staff with a high standard of customer service.    

 Manages secured entryways and orients parents and visitors to units per visitation policy. 

 Screens all parents, siblings and visitors per hospital policies on infection control and security. 

 Answers and directs telephone calls and relays messages promptly and accurately. 

 Contacts patient care staff, (physicians, social workers, discharge planners etc.) directly or through hospital 

communication systems as directed by authorized personnel. 

 Initiates and tracks communication systems (pagers, phones, Voceras, nurse call systems) prior to the start of each 

shift. Maintains communication logs of all systems on unit.  

 Gives and receives shift handoff. 

 Maintains tracking or census board, census sheets, admission, discharge, and transfer books; including updates  to 

the electronic bed tracking system to maintain accurate admission and discharge information. 

 Contacts appropriate departments and facilitates communication and resources in crisis situations e.g. ECMO, 

Death of patient, Donor Response calls, Codes, Blood Products. 

Support Patient Care 

 Maintains patient charts. Discharged patient charts need to be taken apart. Makes copies of discharge papers and 

faxes them as requested by the medical team.  

 Initiates requests for services from ancillary departments such as equipment from Distribution and other similar 

requests. Calls Medical Records to report deaths and request pick up of discharged charts. 

 Verifies and enters patient charges in the computer. 

 Prints paperwork for admissions/transfers, prints patient and lab labels. 
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 Monitors tube and tug systems and delivers items to designated staff.Provides information for families and 

visitors in locating patients and obtaining interpreters, amenities, lodging, meals, transportation etc. Issues 

visitors’ passes while maintaining confidentiality and providing information regarding family services available.  

Maintains approved visitor lists. 

 Uses service recovery techniques for customer satisfaction per RN or Social Worker request.   

 Initiates requests for maintenance and repair of unit and patient care equipment via the intranet. 

 Collaborates with Nutrition Services to maintain levels of refreshments for parents (coffee, juice, etc.). 

Facilitate Patient Flow 

 Collaborates with the Patient Care Manager, Patient Care Supervisors/Charge Nurse, Bed Manager, Registered 

Nurses & Care Partners regarding status of Bed Ahead.  

 Utilizes Bed Ready or calls to Environmental Services for beds and cribs. Calls Distribution for infant warmers. 

 Functions as a liaison with Admitting, EDTC, Transport, Scheduling, and Registration in arranging patient 

placement. 

 Collaborates with Environmental Services regarding the prioritization of discharges and patient rooms requiring 

appropriate level of cleaning.  

Clerical  

 Maintains unit specific census books/logs, documenting all pertinent patient information, charge, Jex audits and 

reconcile errors.  

 Performs related clerical duties such as filing, sorting and routing of mail, photocopying, and faxing. 

 Orients new employees to unit, communication systems and processes.  

 Utilizes E-mail, Chart Max, Bed Ready and Epic systems. 

 Maintains nursing station in a clean, safe and orderly manner. 

 Prepares and maintains patient medical record in an orderly and confidential manner. Files chart forms under 

appropriate tabs. Assures appropriate paperwork is prepared for downtime procedures. 

 Maintains and orders supplies for the unit in a cost effective manner. Checks off invoices and stores supplies in 

designated areas. 

 Maintains office equipment, fax, printers, copy machines, computers, pagers and Vocera phones. Replaces ink 

cartridges/toners. Fixes paper jams.  Performs routine maintenance of office equipment and places repair orders. 

 Enters data into systems as assigned by patient care manager or patient care supervisor. 

 Other duties as assigned. 

 

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Basic reading writing and arithmetic skills achieved through completion of high school or equivalent.  

 Previous clerical experience required.   Completion of a health unit coordinator program or other healthcare office 

experience preferred.         

 Knowledge of medical terminology preferred. 
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 Knowledge of computer and keyboard, Microsoft Window and basic word processing skills and willingness to 

learn more technology as the need arises. 

 Customer service and interpersonal skills necessary to gather and share information with physicians, patients, 

visitors, families, and team members in a courteous and confidential manner increasing patient satisfaction.   

 Excellent organizational, analytical, and prioritizing skills necessary to work in a fast-paced environment with 

multiple tasks done simultaneously. 

 Ability to sit for periods of time and walk when assisting with errands, to carry supplies, move equipment on 

wheels, and to transport patients in wheelchairs and cribs. 

 

PHYSICAL REQUIREMENTS: 

 

(Check all that apply) 

 

 N/A 0-25% 26-75% 76-100% Avg. lbs.  

 Lift/Carry     20 lbs frequently, 50 lbs occasionally   

 Push/Pull     Up to 50 lbs  

 Reach Overhead       

 Climb       

 Squat/Bend/Kneel       

 Sit       

 Stand       

 Walk/Move About       
 

 

 

WORKING CONDITIONS: 

Provides services in a setting where there is potential for exposure to blood and other risk body fluids, communicable 

disease and hazardous materials and waste.  Also performs duties in an environment with high degree of intensity as 

a result of working with families who are in stressful situations. 

 

 


