
 

 

GOOD SAMARITAN HOSPICE, INC 

 
Position:  Education Coordinator (EC) 

 

Purpose:   
1. Direct and coordinate training and education for all staff through the organization. 

2. Serve as educator, consultant, and facilitator in the assessment, planning, implementation and evaluation of 

educational activities, policies, and practices. 

  

Qualifications: 

1. Current Virginia State RN license.  Minimum of BSN preferred; ADN with proven ability to educate and 

communicate verbally and in writing will be considered. 

2. Currently certified in hospice and palliative nursing (CHPN) or willing to obtain certification within 2 years and 

maintain thereafter. 

3. Knowledge of federal and state laws and regulations pertaining to hospice programs. 

4. Ability to communicate effectively orally and in writing with all levels of hospice staff, including governance 

boards and committees, including public speaking. 

5. Strong planning and organizational skills. 

6. Excellent problem-solving skills. 

7. High degree of initiative and ability to function independently without direct supervision. 

8. Ability to design, coordinate, implement, and evaluate education programs. 

9. Knowledge of adult learning principles and proven teaching ability. 

10. Ability to work as a team and inspire confidence and respect through evidence of personal integrity. 

11. Excellent computer skills, including ability to work with Microsoft Office Word, PowerPoint and Excel, and 

electronic medical records. 

12. Flexible schedule to allow for occasional evening and weekend activities, including administrator-on-call 

responsibilities, speaking engagements, and travel to overnight conferences. 

13. Current Virginia driver’s license and driving record that meets the standards set forth in the current policies and 

procedures or ability to travel within service area and to locations where related education opportunities arise. 

           

Responsibilities: 
1. Responsible for staff orientation. 

a. Develop and implement orientation plan for all new staff. Assure that all mandated requirements for orientation 

per regulations are fulfilled. 

b. Develop and implement general nursing orientation for RN case managers, including basic hospice nursing 

curriculum and skills.  Initiate RN competency list and assure that all competencies have been evaluated within 3 

months of date of hire. 

c. Work with department leaders to develop orientation programs specific to individual job descriptions. 

i. Assist non-nursing directors with orientation of staff. 

ii. Assist non-nursing directors with development of competency checklist for their respective disciplines 

iii. Determine initial HA competencies (both written & clinical). 

iv. Orient new complementary therapists to GSH per policies regarding orientation.  

v. Work with department leaders to transition new employees from general orientation to job-specific 

orientation 

2. Plan, implement and evaluate all staff educational programs provided both internally and externally. 

a. Work with leadership team and utilize quality improvement data to identify educational needs of staff, especially 

in areas of clinical competence and documentation. 

b. Develop internal educational programs or identify external educational programs to meet identified staff 

educational and training needs. 

c. Coordinate external staff education opportunities, such as webinars, conferences, and training programs.  

d. Assure that HAs receive a minimum of 12 hours of education and training annually. 

e. Assist HAs and RNs preparing for certification exams. 

f. Assure that all staff receive annual training as required by regulations on topics including but not limited to 

HIPAA, universal precautions, emergency preparedness and OSHA standards. 



 

 

g. Maintain accurate and up-to-date educational records for all staff. 

i. Assure that orientation records demonstrate the employee has been oriented to all appropriate aspects of 

hospice and the organization and competencies have been assessed.  See that orientation checklists and 

competency checklists, if applicable, are complete and given to human resources department to be filed in 

the employee HR record.  Maintain copies of orientation records for all staff. 

ii. Maintain records about educational programs offered internally and externally, including program 

objectives, speakers, handouts and attendance. 

iii. Maintain education records of staff for whom educational programs are required by regulations or 

licensure, including RNs, HAs, and SWs.  

h. Develop method(s) for evaluating effective of orientation, training, and staff education programs.  

3. Other 

a. Create monthly staff meeting agendas for both offices & facilitate meetings.  Keep records for meetings, 

including agendas and attendance sign-in forms. 

b. Work with GSH & Carilion Clinic physicians to plan, coordinate, and evaluate orientation and training for 

physicians rotating within GSH through the Carilion Clinic Hospice and Palliative Medicine Fellowship program. 

c. Assist with Quality Improvement Program, especially findings that relate to educational needs. 

d. Write policies and procedures as pertinent to position. 

e. Participate in the GSH speaker’s bureau. 

f. Rotate as administrator on call. 

g. Other duties as assigned by the supervisor. 

 

Working Conditions: 

Primarily works in the hospice office setting.  Occasional visits to patients’ homes, long-term care facilities, hospitals, and 

area agencies and businesses will be necessary.  Travel within the entire Good Samaritan Hospice service area will be 

necessary.  Overnight travel outside of GSH service area may be necessary for continuing education.  Employee is at an 

indirect risk for exposure to infections and blood borne pathogens. 

 

Physical Activity Requirements: 

Must be physically able to, at a minimum: 

1. Infrequent lifting, pushing, pulling, or carrying of up to 15 lbs. 

2. Infrequent reaching at, below, or above shoulder level 

3. Infrequent bending, squatting, or kneeling 

4. Prolonged sitting, standing, or walking up to 1-2 consecutive hours 

5. Infrequent getting in and out of vehicle  

 

Acknowledgement: 

• I understand and acknowledge that this job description sets forth the basic requirements necessary to perform the 

job identified and shall not be considered a detailed description of all job requirements that may be needed to 

perform the job.  Organizational needs may necessitate performance of multiple tasks, duties, and responsibilities, 

including but not limited to assuming the responsibilities of other positions in order to deliver a high quality of 

service. 

• I further understand and acknowledge that this job description is not all-inclusive and that Good Samaritan 

Hospice reserves the right to revise and/or change job requirements and responsibilities as needed. 

• I further understand and acknowledge that this job description is not a contract, in whole or in part, and that I am 

an employee at will. 

 

Reports To:  Chief Executive Officer (CEO) 

 

I have read, understand, and agree to the responsibilities outlined in this job description. 

 

 

Signature: ________________________________________     Date: _______________ 
 

Approved:  5/17 
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