Job Title: Senior Central Registry Specialist

Education: High School Diploma, with a minimum of an Associate Degree. Bachelors Degree is preferred.  The completion of a two year program of study from a vocational/technical school in the medical field will meet the requirement.
Certification: NCRA certification as a Certified Tumor Registrar (CTR) or 10+ years relevant experience working in a CTR role
Experience: More than five years relevant work experience in a cancer registry as a CTR in a managerial capacity.  Requires in-depth knowledge of medical records and ICD02, ICDO3, ICD9, ICD10, CPT, Solid and Hematopoietic Multiple Primary Rules and Collaborative Stage coding systems.   Must have a strong background in cancer abstracting from medical records, working with electronic medical records and computer based data systems.  Requires knowledge of anatomy and physiology and the cancer disease process.  
Skills: Excellent skills in PC using Word and Excel, skills in English (both written and verbal) required and telephone skills.

General Duties:

1. Responsible for supporting staff and reporting sources in regards to technical inquiries.

a. Primary contact between FCDS and reporting sources/registrars for all aspects of QC related issues and questions.

b. Secondary contact between FCDS and reporting sources/registrars to assist your Data Acquisition team member in resolving any questions which require assistance.  This includes questions by field staff as well as any reporting source.  Data Acquisition field staff will take the lead on resolving these type of issues.  However, they will rely on you for assistance when they cannot resolve the issue.

2. Responsible for all Over-Ride processing for report sources assigned with you data acquisition team member.  Once exceptional abstract is assigned, you are responsible for resolving it.  This includes review, potential correction and/or setting over-ride flags once case has been properly documented. In order to resolve Over-Ride, you may be required to contact the reporting source via electronic and/or telephone means.

3. In the event that cases are inadvertently sent to be over ridden that should not have been, you will work with your data acquisition team member to explain why this case should not have been sent to QC.  We hope through education, many of these cases will be corrected by field staff.  You should monitor this process and if you find no improvement, discuss this with the manager of quality control and education so that a better plan for improvement can be put into place.

4. Responsible for monitoring QC contractor review of the every 25th visual review.  Once contractor has completed their work, you will make the determination if the case needs further documentation from the reporting source.  You must track QC contractor/reporting sources compliance and make the appropriate correction if the documentation deems it necessary.  If QC contractor/reporting sources become delinquent in their response, notify the Manager of QC/Education.  Together you will decide on how to remedy the delinquency.

5. Responsible for New Abstractor case review.  Every new abstractor must report 25 abstracts for review.  You must review them and make the determination if the abstractor code will be issued.  Regardless of acceptance or rejection, a letter should be generated for the abstractor in order to discuss their strengths and weaknesses in their abstracting.  In the event the abstractor is rejected, a telephone call will be scheduled to go into more detail of what should be worked on and to answer any questions that the abstractor may have.

6. Work with QC team on the annual re-abstracting and case finding audit.  This includes coordinating FCDS contractors, coordinating audit with selected facilities, prepare and deliver education on the process to contractors and facilities selected for audit, monitor auditor progress and facility compliance, monitor facility reconciliation responses/compliance and follow up with delinquent facilities, reconciliation review and generation of the audit summary to selected facilities.  Since facility selection is random, you may be working on facilities not normally assigned to you.

7. Identify any improvements to the QC process and methodology.  QC is an evolving area and any tools that can be made available and/or improved is extremely important to help you work more efficiently.

8. Contribute educational topics based on QC findings and other resources.  You will also be part of the education team and will be responsible for contributing ideas, preparing and delivering presentations.  Presentations include oral presentations at state and national meetings, FCDS Webinars, poster development and teaching coursework for staff and reporting sources.

9. Contribute assistance necessary during the national call for data.  This could include items such as the duplicate assessment protocol and case correction due to field level and intra-record edits.

10. Participate as needed in clearing edits required for submitting FCDS data to our state data exchange partners.

11. Full QC Review for FAPTP and new QC types.  In the future these will include pediatric cases, male breast cases, patients with multiple SSN and Sex and Ill-Defined sites.  This list will grow in the future.

12. Participate, as needed, in the update of the FCDS Data Acquisition Manual and Implementation Guide.  This includes major revisions annually and minor revision periodically.
13. Assist in the testing and implementation of the Florida state specific metafile.

14. Contribute ideas and articles for the monthly memo and newsletter.

15. Consider participating in state and national workgroups and committees.  This is not required but encouraged.

16. Assist entire staff in large projects.  Some examples of this include mailings, death certificate printing, certifier address entry for death clearance, packet preparation for FCDS annual meeting, presenting webinars and education sessions and other ad hoc projects.

17. Work with QC Team on any ad-hoc quality control studies.

18. Increase knowledge in the cancer registration field by attending webinars, teleconference, face to face sessions and other education opportunities.  It is important that your knowledge grows and that you keep up with current cancer registration standards and rules.

19. Act as a backup to all QC and Data Acquisitions functions as needed.

20. Other duties as assigned. Job descriptions are not intended, and should not be construed to be exhaustive lists of all responsibilities, skills, efforts or working conditions associated with a job.  Management reserves the right to revise duties as needed.
