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Job Description card

Section or Unit: Employee Clinic / General Directorate of Emergencies, Disasters and Ambulances Services

Job Title : Employee Clinic Supervisor

Organizational entity

Reportsto:

Responsible for :

Job Responsibilities:
1. Provides instruction/guidance of clinic procedures and direct employees maintaining high standard of
practice in the clinic

2. Leads and develops the team in the clinic
3. Provides ongoing supervision of clinical care in the clinic, monitor the quality of care in designated unit,
and initiate action and implementation of the corrective measures.

4. Responsible for infection control within the clinic.

5. Ensure that physician’s orders are observed. Clarify any areas of uncertainty and in any dispute
regarding clinical management.

6. Takes direct and appropriate action in urgent and emergency situation
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7. Maintains proper and prompt channels of communication between different members of team and
with other departments, to coordinate appropriate care with timely and high quality standards.

8. Evaluates all staff in the clinic

9. Monitor Competencies all staff in the clinic.
10. Estimate and recommend resources required for the unit and maintain relevant records accurately

11. Ensure all the clinic resources are adequate.
12. Plan and conduct regular unit meetings to motivate and maintain communication with other health
team and promote a positive customer service approach towards patients.

13. Effective participating in other department committees as required.
14. Monitoring and improve kPls
15. Improve patients satisfaction

16. Annual staffing plan

Job requirements

Education and qualification
® Bachelor Degree in health sciences

® Master Degree in health sciences

Experience:

Bachelor Degree with 3 years’ experience or Master degree with at least 1 year experience

Training:
® Generic, mandatory and specialty training as per MOH and Accreditation requirements.

®  Valid Saudi Council Licensed
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Skills:
Language: Arabic and English

Communication: Demonstrates effective written, oral communications and presentation skills.

Adaptability  Seeks opportunities for change in order to achieve improvement in work processes, systems,
etc.

Accountability

«Sets responsibility for self, peers or others to ensure the achievement of those responsibilities.

* Directs the subordinates and others and ensures their commitment to laws and regulations.

Time Management

® Monitoring subordinates’ time management skills and abilities to take necessary actions in utilizing

their subordinates’ time.

Quality of work
® Shows understanding of the total quality philosophy and seeks ways and solutions to improve quality

standards

Risk Management

Anticipated the risks involved in taking action.

® Assess, analyzes, and tries always to improve processes
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Job Description card

Section or Unit:

Employee Clinic / General Directorate of Emergencies, Disasters and Ambulances Services

Job Title : Employee Clinic Physician

Organizational entity

Reportsto:

Responsible for :

Job Responsibilities:

1. Obtain health history and perform physical examinations.
2. Respond to all emergency medical incidents within MOH.

Diagnose and direct counseling for each patient on a plan for treatment.
Prescribe medication in accordance with professional practice guidelines.
Managing of acute and chronic diseases

Counseling of various health problems

Arrange referral for patients requiring services not provided at M.O.H clinic.

© N o un kW

Maintaining high level of professional performance in accordance with professional medical
ethics, Standards & laws of the Ministry of Health.

9. Participatingin continuingeducation.Projects activities
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Job requirements

Education and qualification:

® Graduate of MBBS from a medical school recognized by the Saudi Commission for Health Specialties

and acceptable to M.O.H

Experience:

® 2 years of General Practical and Emergency Medicine.

Training
® BLS certified.
® ACLS certified.

L] Hospital experience

Skills :

® Self-confidence

® Professionalism.

® Counseling skills.
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Job Description card

Section or Unit: Employee Clinic / General Directorate of Emergencies, Disasters and Ambulances

Services

Job Title : Nurse Specialist

Organizational entity

Reportsto:

Responsible for :

Job Responsibilities

1. Provide direct nursing care of patient on a shift by shift basis in a defined clinical setting

2. Educate patients and families on the care and management of condition and adopt a problem
solving approach to managing complications.
Demonstrates knowledge and follows policies and procedures
Participate in quality activities and an improvement plan monitoring activities

Continues own education and professional development

Being culturally aware of patient and families and colleagues

3

4

5

6. Apply and maintain infection control and safety

7

8. Reports all complaints through the chain of command
9

Perform other assigned tasks relevant to this role as designated by the head nurse

10. Writing and assessing with electronic file as medical secretaries

Job requirements

Education and qualification

® BSof nursing
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Experience : One year minimum experience

Training:

® BLS-ACLS

® Generic, mandatory and specialty training as per clinic requirements

Skills &Knowledge

® Appropriate for unit assigned, understanding of occupational health and safety, risk

assessment and confidentiality

® Basic computer skills including Microsoft office outlook

® 1Unitspecific as per annual checklist

336




m
=l

c-.
il dlig L](]_I_('I)LLD

Elival

oLl Jaillg GijlgAig 5)lghall

Emergencies, Disasters and Ambulances Services

Job Description card

Section or Unit: Employee Clinic / General Directorate of Emergencies, Disasters and Ambulances

Services

Job Title : Assistant Pharmacist

Organizational entity

Reportsto:

Responsible for :

Job Responsibilities:

® Fill pharmacy requisitions prescription and maintaining records under guidance of registered

pharmacist.

® Prepackaging properly label and completing the appropriate records for tablets, capsules and
liquid

® Maintaining proper inventory of drugs and supplies.

® Monitoring weekly expiration date for drugs in store and pharmacy.

® Following and checks daily supply available in pharmacy area.

® Performing other related duties as assigned.

® Supervision the cleanliness and orderliness of the pharmacy storeroom.
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Job requirements

Education and qualification

® Diplomain Pharmacy

Experience NA

TRAINING:
® Valid Saudi Council Licensed

Skills

Personal effectiveness
® Professionalism

® Time management skills

Working with other

® Team work
Good communication skills

Knowledge:
® Standard of medical ethics and professional conducts

® Storekeeping methods and procedures used in receiving, storing and issuing a variety of

pharmaceutical medical and office supplies

® Computer skills
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Job Description card

Section or Unit: Employee Clinic / General Directorate of Emergencies, Disasters and Ambulances
Services

Job Title : Paramedic Specialist

Organizational entity

Reportsto:

Responsible for :

Job Responsibilities:

® Providing profession pre-hospital and in clinic emergency medical care and following

established standers of medical protocols and procedures within the scope of the paramedic
specialist.
® Help to resuscitate patients in an emergency before hospital admission.

® Provide medical assistance during emergencies, such as CPR, AED, prevent shock, control severe

bleeding, prevent spinal damage, etc.

® Recognizing and understanding cardiac dysrhythmia and understands the principles and

treatment modalities for life threatening dysrhythmia.
® Administer intravenous medications (45 medication as per protocol), drips, and oxygen.

® Evaluate a patient’s condition to determine the right course of treatment.
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® Monitor patient’s condition and keep it stable while shifting to the hospital.

® Aid inthe transfer of patients to the emergency units of hospitals.

® Replacing supplies checks all equipment for future readiness, maintains ambulance in operable
condition, ensures ambulances cleanliness and orderliness of equipment and supplies,
decontaminates vehicle interior determines vehicle readiness maintains familiarity with all
specialized equipment.

® Keep the equipment clean after use; check and replace damaged and used supplies.

® Decontaminate the interior of the ambulance if used to transport a patient suffering from a
contagious disease.

® Operating emergency vehicles in a safe manner under all condition.

Job requirements

Education and qualification Bachelor Degree in Paramedic Sciences(in health science)

Experience: One year minimum experience
Training :

Valid ACLS, PALS, PHTLS certificates BLS

Skills Knowledge of paramedic protocol, policies, and procedures; incident command system
Skill/ability to determine nature and extent of illness or injury, measure pulse, blood pressure, visual
observe changes in skin color, make determination regarding patient status, establish priority for

emergency care, and renders appropriate emergency care.
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