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Job Description - Quality Improvement Specialist 
 
EMPLOYMENT STATUS – Full Time Exempt 
 
ORGANIZATION STANDARDS 

1. Embrace “ownership” role of VPQHC. 
2. Accept empowerment to think creatively. 
3. Plan and execute. 
4. Communicate. 

 
BASIC FUNCTIONS 

The Quality Improvement Specialist works as a highly engaged team member to implement change 
management strategies for our various contracted work initiatives with key partners throughout the state.  
VPQHC’s work includes providing technical assistance, directional guidance and continuous support to quality 
improvement and health care professionals through the vehicle of VPQHC’s project activities.  This role 
embraces the Institute of Medicine’s six Aims for the health care system, “safe, timely, efficient, effective, 
patient-centered and equitable”, as the framework for delivering value through our work.  This position will 
focus progress on activities and projects through the lens of “value produced” for VPQHC, our stakeholder 
partners, and Vermonters at-large. 

 
 SPECIFIC CHARACTERISTIC DUTIES & RESPONSIBILITIES 

1. Assume full responsibility for execution of assigned project work related to contracts, workgroup 
activities, support, report development and research projects within required deadlines and timeframes. 

2. Participate and contribute as an active team member in workgroup activities, providing support to meet 
contract deliverables, and developing reports and research projects to produce the highest quality 
analysis and output in the most efficient manner for assigned projects and tasks. 

3. Produce written progress and status updates regularly and as requested utilizing Results Based 
Accountability (RBA) format as indicated by VDH in contract requirements. 

4. Provide content area expertise on an as needed/requested basis for provider partners and strategic 
stakeholders. 

5. Contribute to design of project work plans and provide continual status updates as evidenced by 
completion of project tracking tools, including:  documenting tasks, progress, obstacles/barriers, 
resolution, responsible parties, resources, start date, projected and actual completion date, ongoing 
project status (i.e. In-Process, Completed, Approved; Results Based Accountability; or other similar 
system). 

6. Communicate regularly or as required by project activities with management, partners, professional 
network groups and other personnel resources.   

7. Initiate proactive versus reactive responses to industry demands wherever conceivable and possible. 
8. Demonstrate ability to translate and connect internal work effort and products to VPQHC’s strategic goals 

and then onto larger view of health care reform initiatives within the State of Vermont. 
9. Participate actively and professionally in strategic planning. 
10. Provide coverage at meeting commitments as required for work/project assignments and as requested. 
11. Other duties as assigned. 
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GENERAL PROJECT MANANGEMENT RESPONSIBILITIES 

1) Support VPQHC’s commitment to “on time, on budget” delivery of contracted services through timely and 
professional management of assigned projects and tasks. 

2) Communicate and coordinate with internal partners to achieve “on time, on budget” project status. 
3) Stay abreast of current developments and trends in the field of health care quality improvement science 

and Vermont specific health care reform initiatives. 
4) Guide and support difficult conversations related to improvement, change and growth. 
5) Facilitate project and workgroup activities communication via phone, written correspondence, and other 

electronic presentation means. 
6) Assist with the development of project-related reports, publications and website development. 
7) Represent VPQHC at local, state, regional, and national levels as required, directed or sought to support 

our work. 
 
SUPERVISION RECEIVED 

Supervision is received from the Senior Program Manager. 
 
MINIMUM QUALIFICATIONS 

1) Certification and training as a Registered Nurse with 2+ years of progressive quality improvement, process 
improvement, data management, data analysis, regulatory, patient safety, and project management 
experience. 

2) Healthcare industry experience, preferred. 
3) Equivalent combination of education and experience, including healthcare-related certifications, licenses, 

and/or completion of certificate programs; or relevant Bachelor’s degree in applied science, health 
services research, psychology, sociology, public health, or marketing research. 

4) Self-directed, but willing to participate as an active member of the team in planning, design and execution 
of project work plans within the organization. 

5) Microsoft Office suite (Outlook/Word/Excel/PowerPoint) proficiency. 
6) Excellent verbal and written communication skills are essential, as is the ability to think critically and 

interpret complex problems. 
7) Effectively manage and prioritize competing projects, priorities, deadlines and deliverables. 
8) Awareness and developing mastery of the Certified Professional in Healthcare Quality (CPHQ) content. 
9) Commitment to attain CPHQ within 12 months of hire. 

 
DESIRED QUALIFICATIONS 

1. Proficiency in NHSN and familiarity with other basic data systems such as QualityNet. 
2. Familiarity with Vermont hospital reporting requirements. 

 
WORK ATMOSPHERE 

This position is considered an exempt, professional services position, performed within a professional office 
environment.  As a professional position, expectations may require attendance at occasional evening or 
weekend meetings or occasional overtime to meet deliverables for the position.   Work flexibility provides 
latitude in planning and delivering project work to meet established deadlines, and professional judgement is 
an integral component of flexible planning.  Continual communication with team members is essential to 
communicate progress toward deliverables.  This position may encounter stress throughout different periods 
of the year, mostly relating to meeting and contract deliverable reporting, due dates, scheduling and 
materials preparation. 

 
This job description illustrates the general type of work that characterizes the position.  It is not an all-
encompassing statement of the specific duties, responsibilities and qualifications of individuals who fill the 
position and can be reviewed and revised periodically on an as needed basis in response to the organization’s 
requirements.____________   Date ______________ 


	SUPERVISION RECEIVED

