

[image: ]


JOB DESCRIPTION (JD) – [job title]
FOR FULL-TIME NON-UNION POSITIONS 

Note: Hovering over underlined text on the following pages to reveal a pop-up with instructions / definitions / examples.
	JOB DETAILS

	Job Title:
	Clinical Coordinator
	Job Number:
	

	Department:
	Pharmacy 

	Reports To (Job Title):
	Professional Practice Lead -Manager

	Grade:
	Pharm III
	Effective Date:
	Updated August 2026



	Reason for Submission: 
	Revised Job Description


	POSITION SUMMARY
Broadly describe the purpose of the job in 2-3 sentences. Indicate what the job does and why

	· Professional Practice Leadership, 
· Teaching and 
· Mentoring staff Pharamcists 
· Direct Patient Care, 
· Scholarly Activity (including research and quality improvement) and 
· Administration as assigned, such as input in performance appraisals of staff, committee work etc. . 
· Setting goals for the team they lead.
· As leaders within the profession and in the organization, they are expected to contribute to the development of staff and students and the advancement of clinical practice for the purpose of improving systems and medication related patient outcomes. 

The percentages listed below are a guide, and are expected to vary between coordinators as the needs and priorities of the teams change. In addition, various coordinators have differing agreements with the university regarding teaching related responsibilities, while others principally teach our residents and students on site.


 
	KEY RESPONSIBILITIES

	List approximately 4 - 5 key responsibilities of the job in the order of annual time spent on each responsibility and the approximate percentage of time spent on each responsibility on a constant annual basis (100% in total). These responsibilities represent the major areas of work and are not intended to be an exhaustive task list. Responsibilities consistent less than 5% of working time should be considered other duties as assigned.

	#
	Key Responsibilities
	%

	1.
	Direct Patient Care -Patient care activities may form part of the daily activities of the coordinator, or may be accomplished through concentrated portions of time where coordinators are “on service”, depending on the care model and staffing model of the team. Clinical coordinators work with the interprofessional team to enhance medication related patient outcomes.
	40-70%

	2.
	Professional-Practice Leadership, Teaching and Education 
· • train or arrange the training of new staff (including pharmacy supervisors) in their clinical pharmacy activities and oversee the clinical orientation process for pharmacists • Establish competency related milestones for new staff. • Develop an annual clinical performance improvement plan for their team • Act as the clinical practice lead to their program or service • Encourage the professional development of departmental personnel though internal training programs, external conferences and seminars • Mentoring staff pharmacists in their clinical pharmacy and scholarly activities • Clinical content expert in their practice area and provide consultation to staff pharmacists and the interprofessional team in their patient-care related activities • Act as a departmental clinical subject matter expert and support the professional practice lead • Provides expert consultation regarding medication therapy, formulary management, policy development, clinical guidelines, medication-use evaluations, quality improvement initiatives and implementation of evidence-informed practices • Conduct formal teaching sessions for staff pharmacists to ensure continued competency- this involves the coordinator doing some teaching and coordinating the teaching of peer teaching by staff to other staff to enhance clinical and teaching skills of all staff. • Monitors, documents and critically assesses clinical activities of staff pharmacists • Contribute to staff pharmacist performance appraisals for clinical activities • Participate in the recruitment, interviewing and hiring of pharmacy students, residents and pharmacists. • Teaching: o teaching students, allied health, physicians and nurses at all levels in accordance with program and departmental needs. o University teaching in undergraduate or graduate programs as applicable including precepting student.
	25 %

	3.
	Administration 
Clinical coordinators are expected to be active in hospital leadership through active participation in hospital and departmental committees. Clinical coordinators are expected to be the voice of the department and the expert on medication management and optimum medication related outcomes when they participate on committees. Coordinators advise managers, directors, committees and interprofessional teams on medication-use and practice-related issues. Coordinators are expected to manage the number and involvement of committees as well as delegate committee membership to members of their PC group as a developmental opportunity as appropriate.
	5-10%

	4.
	Scholarly Activity including Reasearch or Quality Improvement 
- active involvement in clinical research, practice-based research, quality improvement or 
scholarly approaches to practice independently or in collaboration with hospital staff or 
university faculty 
- presentation  of research at local,national and international pharmacy and medical conferences
- publication of research in peer reviewed journals, thereby contributing to the advancement of 
pharmacy practice – 
-publication of other professional papers in medical journals (e.g. review articles and book chapters)
- provide research expertise to residents, clinicians, post-doctorate  fellows, graduate students and 
pharmacy students wishing to conduct drug-related research .
	5-10%

	5.
	Professional Organization Activities
- it is an expectation of the clinical coordinator staff to provide leadership within the profession through commitment and active involvement in professional activities
 - Contribute to advancement of profession through involvement in professional organization committees and presentation at local, national and international professional conferences 
- Contribute to health policy decision-making at local, regional, national and international levels as chairpersons, committee members and consultants to societal, professional and governmental bodies 
	1%







	
TECHNICAL SKILLS AND SPECIALIZED KNOWLEDGE

	Identify the minimum level of education, formal training or equivalency required for the job.
	Minimum Required
	Preferred

	Education
	Master of Science in pharmacy or related field relevant to practice area, (Master of Education, Master of Epidemiology, etc.) 

OR 
Relevant ACPR year 2 residency 

OR
 Pharm D as a second professional pharmacy degree
	ACPR year 1 residency

	Years of Experience
	Minimum of 5 years of health system practice 
	5 years or more in the applicable practice area for the coordinator and 10 or more years of hospital pharmacy practice. 
	Certifications / Professional Designations
(e.g., CPA, PMP, CFP, CMA, MD, RN, NP)
	Part A registration with the Ontario College of Pharmacists 
	Pharmacist board certification through Board of Pharmacy Specialties (BPS)

	Job-Specific Knowledge and Technical Skills
	
	



	ANALYTICAL THINKING & PROBLEM SOLVING  
Problem solving varies according to the level of complexity in the type of problems encountered and the availability of guidance and support in the form of policies, procedures, information, and material. 

List up to 3 most important and complex problems or issues the job is required to solve on a regular and recurring basis.

	Problem(s) Typically Encountered
	Approach to Solve the Problem
(i.e., degree of research, sources of analysis, information interpretation, judgement)
	Level of Complexity to Identify the Problem (i.e., straightforward, standard, well-established, advanced, difficult, complex, strategic)
	Refer to Immediate Supervisor/ Manager to solve the problem?
(Y/ N)

	Clinical Skills – patient assessment, drug therapy assessment, drug information 
	Experience, judgment, research literature and able to substantiate decisions
	Complex	No
	Communication 
	Able to communicate via multiple methods, with advanced skills. 
	Difficult	No
	Teaching
	Undergraduate, residency year 1 and 2 levels and adaptability to teach in multipls settings and levels of learner difficulty
	Complex	No


	COMMUNICATION 
List the key internal and external contacts that the job is responsible for communicating and interacting with on a regular basis to carry out the responsibilities.

	Contact job Title
	Internal / External
	Purpose
(i.e. exchanging, interpreting, advising influencing, persuading & negotiation, strategic negotiation & representation)
	Frequency

	1. Physicians, nurses, Interprofessional team 
	Internal	Influencing	Daily
	2. University staff – course coordinators etc. 
	External	Exchanging	Weekly
	3. Managers, directors 
	Internal	Influencing	Weekly
	4. Staff Pharmacists and Students 
	Internal	Advising
	Daily


	INDEPENDENCE OF ACTION
The level of autonomy the position has in performing work and the extent to which the activities and priorities of the position are determined independently. 
Respond to 3 statements below (when / how / what) and indicate the extent to which the job can determine independently for each. 

	The Job has the Authority and Responsibility for Independently Determining…
	If Yes, to What Extent? 
(e.g., operation, short-term strategy/tactic, long-term strategy)
	Refer to Immediate Supervisor/Manager to Make the Decision? (Y / N)

	WHEN tasks are to be completed
	Yes – completely, but collaboratively with team
	No
	HOW tasks are to be completed
	Yes – collaboratively with interprofessional team and the pharmacists they mentor 
	No
	WHAT tasks are to be completed
	Yes- in collaboration with the other clinical coordinators as they set annual goals and objectives 
	No



	IMPACT OF DECISIONS
Identify the core type of decisions that the job is responsible and accountable for and rate the level of impact on 3 dimensions (degree / area / length). If the job does not have decision making authority, put N/A.

	Type of Decisions made on a Regular Basis
	Degree of Impact
	Area of Impact
	Length of Impact

	Clinical 
	Signficant	Only the job	Short-term (less than 1 year)
	Goal Setting 
	Signficant	Multiple divisions or programs	Mid-term (1-3 years)
	Program coordination and development 
	Moderate	Multiple divisions or programs	Mid-term (1-3 years)



	LEADERSHIP AND GUIDANCE
If the job has direct reports, please attach an organization chart.

	# of Direct Reports
(i.e., number of employees reporting directly into this job)
	0
	# of Indirect Reports
(i.e., number of employees supervised by direct reports)
	6-18 pharmacists 

	Job Titles of Direct Reports  
	
NA


	Type of Supervision
(i.e., formal people leadership)
	

	Other, please specify (i.e., informal people leadership, job is responsible for advising and providing expert guidance)
	Teaching, advising interprofessional team, committee leadership 





	SERVICE DELIVERY
List tasks that require for accurate and timely service delivery. Client may be internal and/or external to the organization. Please include knowledge required to meet the client’s needs and to deliver the service.

	Type of service
(Responding to queries / providing service / tailoring service / designing the service / anticipating needs / champion strategic thinking around service development) 




Patient Care very high level of clinical and pharmaceutical kknowledge
Mentoring team
Teaching within the team and coordinating the teaching of others.
	[bookmark: _Hlk132883786]Service development – influencing the development of systems that affect care, and how care is delivered for patients. EFFORTS & WORKING CONDITIONS
Indicate the top 3 physical, sensory (e.g., audio, visual) efforts, and working conditions beyond a typical office environment that are inherent to the job, and list the activities in descending order by frequency level. 

	Category
	Activities
	Frequency

	Physical Effort
	Continuous walking, climbing
	Regularly (25-75%)
	
	Constant sitting or standing in fixed positions / postures or confined spaces
	Regularly (25-75%)
	
	Choose an item.
	Choose an item.
	Sensory Effort
	Reading data or input of data
	Regularly (25-75%)
	
	Listening and/or watching/observing attentively
	Regularly (25-75%)
	
	Choose an item.
	Choose an item.
	Working Conditions
	Exposure to people who are distraught or in crisis
	Occasionally (<25%)
	
	Exposure to potential infection and/or disease
	Occasionally (<25%)
	
	Typical office environment
	Regularly (25-75%)
	Briefly describe choices made above:
	Physical Effort:
•	Minimal physical effort required for this role, as it primarily involves desk work and patient interactions.
Sensory Effort:
•	Visual acuity to review and analyze patient documentation.
•	Active listening skills to understand patient concerns.
Working Conditions:
•	Work in an office or clinic setting, interacting with patients and healthcare professionals.
•	May require occasional travel to attend meetings or conferences related to drug access and patient advocacy.










	ADDITIONAL COMMENTS
Please provide any other information that is not included that you think would help others understand the scope and nature of the job (e.g., explanation of jargons, uniqueness of the job, notes to readers).

	· 
· 




	APPROVALS
By approving this job description, those signing are agreeing that the above describes the appropriate qualifications and principal functions and responsibilities for the position.

	
	Name
	Title
	Date

	People Leader
	

	
	

	
	

	
	

	HR Team
	
	
	



IMPORTANT NOTE
The organization reserves the right to change, amend or disuse this job description at any time. This document is intended to provide an overview of the required responsibilities and qualifications.
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POSITION  SUMMARY   Broadly describe the purpose of the job in 2 - 3 sentences. Indicate what the job does and why  

   Professional Practice Leadership,       Teaching and       Mentoring   staff Pharamcists       Direct Patient Care,       Scholarly Activity (including research and quality improvement) and       Administration   as assigned, such as input in performance appraisals of staff, committee work etc.  .       Setting goals for the team they lead .      As leaders within the profession and in the organization, they are expected to contribute to the  development of staff and students and the advancement of clinical practice for the purpose of improving  systems and medication related patient outcomes.      The percentages listed below are a guide, and   are expected to vary between coordinators as the needs  and priorities of the teams change. In addition, various coordinators have differing agreements with the  university regarding teaching related responsibilities, while others principally teach our resi dents and  students on site.  

   

KEY RESPONSIBILITIES  

List approximately 4  -   5 key responsibilities of the job in the order of annual time spent on each responsibility and the  approximate percentage of time spent on each responsibility on a constant annual basis (100% in total). These  responsibilities represe nt the major areas of work and are not intended to be an exhaustive task list. Responsibilities  consistent less than 5% of working time should be considered other duties as assigned.  
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1.  Direct Patient Care   - Patient care activities may form part of the daily activities of the coordinator, or  may be accomplished through concentrated portions of time where coordinators are “on service”,  depending on the care model and staffing model of the team. Clinical coordin ators work with the  interprofessional team to enhance medication related patient outcomes.  40 - 70 %  

2.  Professional - Practice Leadership, Teaching and Education       • train or arrange the training of new staff (including pharmacy supervisors) in their clinical  pharmacy activities and oversee the clinical orientation process for pharmacists • Establish  competency related milestones for new staff. • Develop an annual cl inical performance  improvement plan for their team • Act as the clinical practice lead to their program or service • 25  %  

