


 The coordinator shall facilitate all new faculty appointments by requiring and 
obtaining the appropriate paperwork for faculty appointment and forwarding 
those documents to the Associate Dean for Clinical Affairs. 

 If a faculty member has an emergency and cannot provide their clinical rotation, 
it will be up to the DSME for the site and the Clinical Coordinator to find an 
appropriate physician to substitute.   

 The Coordinator serves as the main point of contact for on-site faculty and 
students in regards to schedules.  The college will have a contract with the faculty 
members or the hospital site and the Coordinator must complete or assist with 
the completion of the invoices for payment.    

 
d. Problem Solving:  If problems should arise the coordinator should first try to work this 

out with the DSME and if this cannot be done, should contact the Director of Clinical 
Rotations or the Associate Dean. The Coordinator must be able to build tables, 
schedules, and calendars. 

 
e. Case Presentations: The Coordinator should create a Case Presentation schedule for the 

third-year students assigned to the Site.  Case Presentations are presented by the student 
and a minimum of two are required by each student per year.  The Coordinator should 
assure the DSME or another faculty member is present for the student Case 
Presentations. The attending faculty should give feedback on the case using the grading 
rubric.  The coordinator posts the ‘grade’ in the portal.  Attendance should be taken as 
all students are to attend.  Case presentation expectations and grading rubric should be 
made available to all students.  

 
f. Exam Days:  The Coordinator should oversee the monthly exam day, including 

reservation of a testing space and communication of the location and time with the 
students.  The Coordinator shall proctor all exams and collect any paperwork necessary.  
The Coordinator must learn to operate any associated technology needed to complete 
testing.  





Although not essential, preferences may be given to applicants who have experience with 
medical terminology and operation/knowledge of medical education protocol and 
continuing medical education. 
 
The successful candidate will be subject to a criminal history background check. 
 
Regular, reliable or predictable attendance is an essential function of the job. 
 

IV. Working Conditions and Efforts: The physical demands and work environment 
characteristics described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  
  
Physical demands: While performing the duties of this job, the employee is 
occasionally required to sit; use hands and vision for office equipment such as 
computers; talk or hear; moderate telephone usage. The employee must occasionally lift 
and/or move up to 50 pounds.   

 
Work environment: Office environment. 



I am notified that the College is an equal opportunity employer and does not 
discriminate on the basis of age, sex, sexual orientation, ethnicity, religion, or disability. 

 
I have been made aware of the College’s most recent campus safety report, the location 
of the college policies and procedures document, and the appropriate handbook for my 
position.  I recognize my responsibility to be aware of the policies and procedures and I 
am in agreement to follow the policies and procedures as written. 

 
I have read and understand this explanation and job description.  I also understand that 


