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	8/2022

	TITLE:  Certified Tumor Registrar/Data Quality Coordinator/Education and Training Coordinator                
	REPORTS TO: Director, Cancer Information Systems


	Assist the Director of the Cancer Information System in the collection of timely, complete, high-quality data by performing activities related to data collection, data processing and data quality control.


ACCOUNTABILITIES
1. Consolidate case reports submitted to the RICR by reporting facilities using electronic edits and visual review.  Advise CIS Director of recurrent abstracting and coding questions.
2. Update individual patient records in the system with information received from all reporting facilities.  Contact reporting institutions to resolve inconsistencies.

3. Abstract pathology reports submitted via paper, as needed.
4. Run quality reports to assist with goals of the yearly workplan.
5. Work with the Quality Assurance Coordinator to run edits and update records to ensure all records are accurately coded and include all required data items.  This should be done monthly after records are imported into CRS Plus.

6. Assist the CIS Director in file preparation and submission of data to the National Program for Cancer Registries, the North American Association of Central Cancer Registries, the International Association for the Research of Cancer, the Central Brain Tumor Registry of the United States, and others when required.

7. Assist the CIS Director and other program staff in preparing and conducting hospital-based case finding audits and with preparing annual hospital-based quality assurance audits.

8. Assist the CIS Director and other program staff in performing state death clearance and National Death Index Match updates.

9. Assist CIS Director and other program staff in the preparation of procedural and technical manuals for staff and for hospital tumor registrars.

10. Assist CIS Director and other program staff in preparation of the yearly Annual Statewide Meeting.

11. Use common inconsistencies, quality audits, and other reports to prepare presentations for educational use for the Annual Statewide Meeting.

12. Maintain confidentiality and security of patient data stored in the Cancer Information System.

13. Pursue continuing education through participation in educational programs of local tumor registrar associations.

14. Perform other job-related duties as needed or directed.

Accountability/Risk
With the assistance of the Director of Cancer Information Systems, the incumbent will establish a work plan that ensures the availability of timely high-quality data to the Department of Health and other researchers that meet the standards of the North American Association of Central Cancer Registries and the Centers for Disease Control’s National Program of Cancer Registries.
Skill requirements
· Strong computer skills including a working knowledge of Windows
· Ability to create and maintain large databases
· Strong communication skills, diplomacy, and attention to detail
· Ability to work with limited supervision

· Proficiency in Microsoft Office programs including but not limited to Excel, Power Point, and Word
· Demonstrate working knowledge of Registry Plus suite of products

· Knowledge of tumor nomenclature and national cancer registry coding standards

· Knowledge of human anatomy and medical terminology

	QUALIFICATIONS
Education: Associates Degree with specialization in a related field such as medical records, information systems, medical technology, or nursing or two to four years related experience and/or training
Certification:  Certified Tumor Registrar; Obtain certification within 2 years of employment
Experience:  Two plus years of experience in the tumor registry field 


