	HARI                                                 
	POSITION DESCRIPTION
	8/2022

	TITLE:  Data Collection Coordinator/Cancer Registrar
                
	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. Transfer data submissions from the HARI shared site system into the Registry Plus Suite of Products.  Generate and distribute edit reports and timeliness and completeness reports to reporting hospitals.  Prepare and distribute related correspondence.  Maintain record of data submissions and produce reports needed by the Director to complete monthly reports sent to the Department of Health.

2. Perform initial quality assurance on newly submitted data.  Inform Director when continuing errors are identified.

3. Complete Interstate Data Exchange quarterly with all states.

4. Send NAACCR monthly webinar emails to the RICR Master List email chain.  Maintain record of attendance.

5. Maintain contact list of local reporting facilities and update as necessary.  Provide Director and other program staff updated lists as necessary.
6. Update the computer physician license number files as needed with new numbers obtained from the Rhode Island Department of Health.

7. Assist the 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.

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

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

10. Assist RICR staff by completing documentation for granting of CEUs form the National Cancer Registrars Association (NCRA).

11. Point of contact for office supply ordering.  Complete PO for orders through WB Mason.

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

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

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

Accountability/Risk
The incumbent works under the supervision of the Director of Cancer Information Systems to establish goals, work plans, reporting timelines and set priorities.  Problems lacking clear precedent are reviewed with Director prior to taking action.  Problematic trends in data collection and quality will be brought to the attention of the Director.
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

Other requirements
· Ability to concentrate on one task for a long period of time
	QUALIFICATIONS
Education: Associates Degree in a related field or two to four years related experience and/or training
Certification: Working toward certification in the tumor registry profession; Sitting for CTR exam within two years
Experience:  Minimum of one year experience in the tumor registry field 


