CITY OF GRAND JUNCTION

QUALITY ASSURANCE ANALYST

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.

DEFINITION
Provide quality assurance feedback in conjunction with the policies and procedures of the Grand Junction Regional Communication Center; conduct care reviews of calls for each certified user to monitor compliance to the Emergency Medical Dispatch (EMD) protocols.


JOB CLASSIFICATION

Non-Exempt, Safety Sensitive.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the Communications Center Training/QA Supervisor.


PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other related duties and responsibilities may be assigned.

1. Maintain knowledge of, and proficiency in, call taking and dispatch protocols.

2. Compile and report quality assurance/improvement performance scores to the Communication Center Manager.

3. Use data from call reviews to monitor the training program’s effectiveness as well as recommend and implement modifications as needed.

4. Assist with the coordination and delivery of all activities related to EMD training and certification of all call takers.

5. Assist with the development of curriculum for Continuing Dispatch Education, special and remedial classes, and other education classes based on trends discovered through the quality improvement process.

6. Test new software as it becomes available.

7. Recommend, create, implement and conduct training on new software.

8. Attend regular staff meetings to share and acquire information related to police, fire, and medical training needs and effectiveness.

9. Actively participate in a Quality Improvement Process, which may include supporting agency-specific performance improvement plans, documentation of performance/compliance concerns, and on-going or remedial training documentation.

10. Receive, investigate, and issue findings on any question and concerns submitted via a Field Feedback Form.

11. Perform related duties as assigned.


QUALIFICATIONS

Knowledge of:
EMD priority dispatching and dispatch protocols.
Call taking procedures.
Computer software such as Microsoft Excel, Microsoft Word, and/or similar programs.


Ability to:
[bookmark: _Hlk39577651]Achieve required certifications within 90 days of attaining the position.
Develop and maintain teamwork and promote positive morale.
Maintain applicable instructor certifications.
Operate call review software and recording software.
Speak, read, comprehend, and write the English language fluently.


Experience and Training Guidelines
Minimum Requirements:

	Experience:
	Prior experience in public safety quality assurance is desired, but not required. 
	
	Training:
	
	Bachelor's degree in EMS, Public Safety or Education preferred.

Other combinations of experience and education that meet the minimum requirements may be substituted.	

License or Certificate

Possession of, or the ability to obtain, an IAED Quality Assurance Certification.

Possession or, or the ability to obtain, CPR Certification and CPR Instructor Certification.

Possession of, or the ability to obtain valid Colorado Driver’s License.


WORKING CONDITIONS

Environmental Conditions:

The job is performed in the following working environment: 

Office environment; exposure to computer screens.


Some travel required.

Physical Conditions:

The job is characterized by:

	Sedentary Work:  Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.



	The following physical activities are very or extremely important in accomplishing the job’s purpose and/or performed on a daily basis:

While performing the duties of this job, the employee is required to sit for prolonged periods. The employee is regularly required to see, hear, talk, stand, twist and use repetitive motions in the conduct of work. The employee is also required to perform light lifting.  The employee is required to stay calm during stressful situations.
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