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Hospitals - Health Unit Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Nursing
Reports to: Nurse Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a health unit coordinator to run the nurses' station for our inpatient unit and emergency department. You'll answer phones and call lights, keep admissions, discharges and transfers current in [your EHR], put together transfer packets, and keep providers, nurses, families and other departments connected so nurses can stay with patients.
2. Essential Duties and Responsibilities
1. Enter admissions, discharges, transfers and bed assignments in [your EHR], and keep the unit census accurate.
1. Copy records, images and transfer forms for patients going to a tertiary center, and log what was sent.
1. Scan outside records, consent forms and advance directives into the chart, and flag missing signatures.
1. Answer phones and call lights, page providers and on-call staff, and route calls to the right nurse.
1. Schedule follow-up appointments, outpatient tests and referrals at discharge.
1. Order unit supplies and forms, and keep printers and the nurses' station stocked.
1. Protect patient privacy at the desk and on the phone, following HIPAA.
3. Key Tasks / Daily Activities
1. Check the census, pending admissions and planned discharges at the start of the shift.
1. Take calls from families, the lab, imaging and other hospitals, and pass on messages.
1. Call ambulance services for transfers when the nurse asks, and confirm pickup times.
1. Greet visitors and direct them to rooms, following visitor and isolation rules.
1. Update the census board and patient room whiteboards.
4. Key Performance Indicators (KPIs)
1. ADT entries made on time: [your target].
1. Transfer packets complete on first send: [your target].
1. Phone answer time: [your target].
1. Chart scanning backlog: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent, plus medical terminology training or experience.
1. Accurate typing and comfort with [your EHR] or similar software.
1. Ability to handle several calls and requests at once and stay polite under pressure.
1. Discretion with patient information.
6. Preferred Experience
1. Certified Health Unit Coordinator (CHUC) from NAHUC.
1. [1+] years in a hospital, clinic or medical office.
1. CNA certification or patient care experience, for cross-coverage.
7. Physical Requirements
1. Sit at a desk and use a computer and phone for most of the shift.
1. Walk to patient rooms and other departments, and lift boxes of supplies up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. [8 or 12]-hour shifts: [days, evenings or both], with weekends on a rotation.
1. Busy nurses' station near patient rooms, with alarms, phones and visitors.
1. Cross-training to cover ED registration [if your hospital combines roles].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new health unit coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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